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STANDING GUIDE ON ANNUAL CONFIDENTIAL REPORTS 
CORRECTED UP TO 31ST OF AUGUST, 2001 


INTRODUCTION 


With a view to enabling all the Departments of Government 
to act uniformally in identical cases concerning the Annual 
Confidential Reports a Standing Guide on Annual Confidential 
Reports was issued in the year 1982 containing instructions upto 
the 7th June, 1982. Since then a large number of instructions on 
the subject have been issued keeping in view the exigencies ‘of 
service and changed administrative scenerio. Efforts were afoot 
for some time past to update the Standing Guide on Annual 
Confidential Reports. Now after some efforts it has been possible 
to update these instructions upto the 31st August, 2001 and 
_bring out an updated copy of the Guide. It is hoped that this 
booklet will be of help to one and all and will help in avoiding 
delays in the just and quick disposal of cases concerning 
Annual Confidential Reports. 


2. Annual Confidential Report is a very important record 
of Government employees. This record is required to be consulted 
for various purposes, e.g. promotion, to clear efficiency bar(s)/ 
proficiency step(s) up/placements to next higher scale/benefits 
under Assured Career Progression Scheme etc. punishments, 
appeals, memorials or in dealing with the question whether the 
service of Government Servant is approved for the purpose of full 
family pension, etc. etc. A confidential report should, therefore 
depict a true assessment about the work and conduct of 
Government employeesinan explicit and concise manner. It is, 
therefore, necessary to maintain it carefully. The procedure for 
the maintenance of these reports, as prescribed,—vide Punjab 
Government circular letter No. 2334-ASI-60/15708, dated 3rd May, 
1960, and further instructions issued from time to time (copies 
are at Annexure 'F'), has been outlined, in detail, in the 
succeeding paragraphs. 


II. The need for regular and punctual recording of reports in 
personal files. 


3. It is essential that all officers write their reports in 
the personal files of their subordinates regularly and 
punctually. Not only should every official, whether gazetted or 
non-gazetted possess a personal file or character roll, but it 
should be kept upto date and not allowed to remain without 
remarks for over a period of 12 months, otherwise its utility as 
confidential record disappears. It must be remembered that the 
personal file of an official is required to he consulted for 


various purposes, e.g., promotion, punishment, appeals, 
memorials ,or in dealing with the question whether his service 
is approved for the’ purpose of full pension, etc., etc. If, 


therefore, it is not carefully maintained it is robbed of much of 
its value. Indeed, the very purpose for which it is maintained 
stands defeated. 


4. The need for observance of punctuality and regularity 
in the writing of reports is essential for the reasons that :— 


(a) delay in writing of reports especially by the 
officers relinquishing charge of the post is not 
administratively desirable because by the passage 
of time, the assessment becomes unrealistic ; 





Pb. Govt. 
circular 
letter No. 
2334-ASI- 
60/15708, 
dated 3rd 
May, 1960- 


Pb. Govt. 
circular 
letter No. 
4225-2STI- 
74/21500, 
dated 15th 
July, 1974. 





5637-2SII- 
74, dated 
29~7-1974, 
No. 2172- 
2S11-75/ 
15598, 

dated 
28-4-1975 
No. 11540- 
2GS1-77/ 
2402 dated 
23-1-78 
74,5-2PP-78/ 
8446, dated 
13/14-3-78, 
and 

PG, No. 13/ 
23/92-1PPi/ 
9158, dated 
28-5-1993. 


(b) the 


possibility of the reports being biased on 
account of delay in writing cannot be ruled out ; 
(c) if a representation against adverse remarks. so 


recorded at later stage comes, the officer concerned 
will not be in a position to give proper appreciation 
to the basis of remarks; and 


the cases involving the consideration of the “ai 
report for deciding several matters such as crossing 


(d) 


of efficiency bar, grant of annual increments, etc., 
have to be kept pending. 
(i) Frequency and Period of Writing of Report 
S) There are different instructions in different 


departments regarding the dates on which confidential remarks 
are to be recorded and the frequency of these remarks. In some 
cases, confidential reports are written twice a year and in 
others once a year. Whatever the frequency has been laid down, 
it is necessary that this should be adhered to rigidly and the 
reports recorded on or by the due dates. All officers are 
required to write the reports to be recorded by them immediately 
after 31st March of the reporting year. The revised policy 
regarding the time schedule for writing Annual Confidential 
Reports and for communication of adverse remarks/disposal of 
representations against adverse remarks is given below :-- 


(i) The Cadre Controlling Authority shall furnish to the 
Reporting Authority concerned the Annual Confidential 
Report Forms by the 10th April, each year ; 

The Annual Confidential Report shall be written for, 
each year by the Reporting Authority by the 30th~ 
June, each year ; 

The Reporting Authority would be responsible for 
sending the Annual Confidential Reports to the next 
higher authority by the 30th June, each year under 
intimation to the Cadre Controlling Authority ; 


(ii) 


(iii) 


The Reviewing Authority shall record its remarks by 
the 15th August, each year and should pass it on to the 
next higher authority (Accepting Authority), if any, 
with a copy for intimation to the Cadre Controlling 
Authority, within the prescribed period. If there is _ 
no next higher authority, then the report may be 
sent back to the Cadre Controlling Authority. The 
Accepting Authority shall record its remarks by 30th 
September, each year and send it back to the Cadre 
Controlling Authority within the prescribed time 
schedule i.e. 30th September, each year. 


The Cadre Controlling Authority will maintain a 
register showing the movement of each Annual Confi- 
dential Report, such registers will be checked at 
random by the Department of Personnel. ' 


The Heads of Departments shall furnish to their. 
Administrative Secretaries concerned a Certificate by 
30th November, every year certifying that all the 
Annual Confidential Reports in their Departments 
have been duly recorded and placed in ACR files of 
the officers/officials concerned. 


(iv) 


(v) 


(vi) 








(vii) 
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In case Annual Confidential Report in respect of any 
employee is not received duly recorded from the 
Reporting/Reviewing/Accepting Authority by 30th 
September by the Cadre Controlling Authority, the 
latter would initiate disciplinary action against the 
defaulting Officer(s) (who have not written the 
report) and give him/them a last chance to write the 
report. However, in spite of this, if the report is 
not written, the Cadre Controlling Authority may 
initiate proceedings for minor penalty against the 
defaulter(s). If for any reasons, the report is not 
received latest by 3ist December, a "No Report 
Certificate" duly signed by the Competent Authority 
should be added in the Personal file of the employee 
concerned. Reports, received after 31st December each 
year should not be placed on the personal files of 
the employees concerned and will be treated as 
invalid reports. However, in case, the report has 
been recorded within the prescribed time schedule, 
but could not reach the Cadre Controlling Authority 
due to justified reasons; for example misplacement of. 
the report in transit, such a report should be placed 
on the personal file within. a period of six months, 


ice. upto 30th June of the year following in 


(viii) 


(ix) 


(x) 


consultation with the Department of Personnel. 
Adverse remarks recorded in the Annual Confidential 
Reports should be communicated within a period of 
one month of the receipt of the Annual Confidential 
Reports. 

A representation against adverse remarks can be 
made within a period of three months from the date 
of conveying of adverse remarks. 

Comments on the representation against adverse 


‘remarks may be obtained from the Reporting/ 


(xi) 


(xi) 


Reviewing/Accepting Authority within a _ period of 
three months of the receipt of the representation. 
Letters for’ comments should go to the three 
authorities simultaneously. If the comments are not 
Teceived within a period of three months, it will be 
presumed that no comments are to be given and 
further action should be taken immediately on merits 
of each case. 

The final decision on the representation against 
adverse remarks may be taken within a period of two 
months of the receipt of comments on the 
representations. This period shall also include the 
period for personal hearing. 


For strict observance of the time schedule prescribed 
for writing of Annual Confidential Report by the 
Reporting/Reviewing/Accepting authorites, disciplinary 
proceedings for imposition of minior penality 
will be initiated against the authorities for 
not writing the reports within the prescribed time 
schedule as stated above in para 5(vii). However, 
in the case of H.E. The Governor of Punjab (in the 
case of President's Rule) or Ministers; the Secretary 


Pb. Govt. 
circular . 
letter No. 
2334-ASI- 
60/15708, 
dated 

3-5-1960. 


Pb. Govt. 


s circular 


letter No. 
7814-ASI- 
65/27821 
dated 


10-8-1965, 


to Ministers/Private Secretaries to Ministers or 


Secretary/Private Secretary to H.E., the Governor, 
will ensure the writing of the Annual Confidential 
Reports by the Governor/Ministers within prescribed 
time schedule. : 


(xiii) Cadre Controlling Authorities may also decide to 
introduce desk system for writing of Annual 
Confidential Reports in case of big departments like 
Education, Health, Food and Civil Supplies, 
Irrigation and Power, Excise and Taxation, 
Industries, Transport, P.W:D. etc. on the lines desk 
marking is done for examinations. 


(xiv) Cadre Controlling Authorities should also simplify the 
proforma ' prescribed for writing of Annual 
Confidential Report by them keeping in view the 
nature of duties, responsibilities and functions etc. etc. 


So’ as to ensure that there is no delay in writing of 
the reports because of the lengthy pro forma. 


Note : The above revised time schedule fixed,--vide instructions 
bearing Circular No. _15/23/92-1PP1/9158, dated 28th 
May, 1993, may be given effect to for the Annual 
Confidential Reports for the year 1992-93 and onwards. 


(ii) Dicounting of Heavily Delayed Reports 


6. In the event of abnormal delay occurring in 
isolated cases, it should be possible for the higher authorities 
to discount, to the extent necessary such. reports. as had been 
written after a lapse of very long period of time and as were 
attended with suspicious features on one ground or the other. 
The. assessment of the record as a whole of the officer/official 


concerned would thus not be affected unduly by such a report. 


(iii) Writing of Annual Confidential Reports of Class 
IVemployees. 


7. Prior to August, 1965, no confidential reports 
were recorded on the work and conduct of Class IV employees 
with the result that there was no satisfactory system for the 
Purpose of judging the relative merit of these employees at the 
time of their promotion; etc. This matter engaged Government 
attention and it was considered that maintenance of regular 
personal/confidential reports files of this class of Govern- 
ment employees wouid prove. a useful record, which may 
be utilized for purposes of Promotion and confirmation as well 
as for purposes of general discipline. In view. of these 
considerations, it was decided that the annual confidential 
reports should be written in respect of regular Class’ IV 
Government Employees, in the State and their personal files be 
maintained as in the case of other classes of Government 
employees, in a sample form at Annexure 'B'. 
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(iv) Reports are to be written realistically without the element . 


of approach,. sifarish or mala fide. 

The annual confidential reports should be written in. 
a fair, impartial and objective manner, Officers recording 
confidential reports should realise the value and importance of. 
such reports especially while making adverse remarks affecting 
the careers of the Government employees reported upon. While 
reporting/accepting authorities have the fullest freedom _and 
right to record their opinion about the work and conduct 
of their subordinates, but in doing so they are_ to 
guided solely by the consideration of merit, justice and 
consistency. No personal consideration, approaches or sifarish of 
“any kind should be allowed to supervene and their conscience 
alone should be sole guide in the matter. 


III Korm of the Report and what the Report should contain 
, (i) Form and Grading of the Report Si 


8. Different forms have been prescribed by different 


departments for different officers/officials. It is thus not possible 


for Government to prescribe any one standard form for all departments 
on which reports are to be recorded. While, therefore, 
department -is free to obtain the reports in forms which may 
have laid down or which it may consider more suitable, it is 
felt that the balance of advantage would definitely he in favour 
of prescribing a sample form (specimen enclosed as Annexure 
'A'), instead of providing a multiplicity of columns and items 
on which assessment is to be made. Too elaborate and lengthy 
form would only lead to complications (A sample form for 
recording of Annual Confidential Report of Class IV Government 
employees has: been placed at Annexure VECO). 


9. A column for overall assessment should be provided 
in the form sothat year's work is assessed and graded in the 
recognized categories, namely 'A plus' (Outstanding); .|'A' (Very 
geod);  "B plucs" (good); 'B' (Average); and 'C' (Below 
Average) Some departments have not provided the column for the 
overall assessment in their confidential report forms with the 
result that the overall assessment of the officers/officials is not 
indicated by the reporting authorities at the time of -recording 
annual confidential reports. Even where column for overall 
assessment has been provided in the report forms, the reporting 
authorities do not indicate the overall assessment of the 
officers/officials reported upon. This necessitates the return of 
confidential reports to the reporting authorities for indicating 
the overall assessment. As a result the confidential reports are 
delayed considerably and various matters, which have to be 
decided on the basis of those confidential reports, have also to 
be kept pending. In order to avoid such eventualities the 
column for overall assessment should be provided in the form of 
confidential reports, where it has not already been provided, 
and the grading of the report of an officer/official should be 
indicated in the said column invariably in recognized manner. 
As far as possible an indication of the recognized gradings 
should also be given in the form of confidential report. Besides, 
if the officer under report has to record confidential reports of 
‘his subordinates a column should also be provided in his self 
“appraisal form/confidential report form as to whether such an 





be 


every - 


Para 30f 


/Punjab 
»Govt..U.0. 


letter No. 
3778-SII(1i)- 
71/17239, 
dated 
5-7-1971 
Punjab 
Govt. cir- 
cular letter 
No. 2334-ASI- 
60/15708, 
dated 3rd 
May, A960. 


Punjab 


- Govt. cir- 


cular No. 
2334-ASI~- 
60/15708, 
dated 
3-5-1960 


Punjab 
Govt. cir- 
cular letter 
No. 7814- 
ASI-65/ 
27821, 
dated 10th 
August, 
1965. 


Punjab 
Govt. cir- 


‘cular letter 


No. 3498-- 
ASI-66, 
dated 2nd 
April, 1966. 


’ 


,PG No. 15/8/ 
2000-1PP1/ 
9216; dated 
18-6-2001 

PG No. 15/6/ 
99-1PP1/12905, 
dated 
3-11-1999, 


PG. No. 15/ 
13/97-1PPI/ 
20575, dated 
29-10-1997 
and PG 

No. 15/5/ 


' 83-2PP/4390 


| dated 
22-4-1983 


PG. No. 
14102-GI- 
57/22998, 
dated - 
15-11-1957, 
No. 10542- 
GIII-59/ 
26741, dated 
17-12-1959). 
No. 9128- 
2SII-76, 
dated 
13-10-1976 
~ PG. No. 
15/7/78- 
2PP/9027, 
dated 
14-9-1979. 
PG. No. 
15/16/79- 
2PP/11933, 
dated 
5-12-1979 


Pb. Govt. 
circular 
letter No. 
2334-ASIi- 
60/15708, 
dated 3rd 
‘May, 
1960. 


No. 3778- 
SII (1)-717 
17233, dated 
5th July,: 
1971. ' 


6 


officer has recorded the confidential reports of his subotdinates 
within, prescribed period. A column to the effect that 'the 
officer/official performs his/her duties in Punjabi' and "Efective- 
ness in the development and protection of Scheduled Castes and/ 


or Scheduled Tribes", should also be provided. 


10. In respect of the departmental officers at divisiorial, 


district. and sub-divisional level the proforma prescribed for 
_recording the annual confidential reports should also contain a 
column for the recording of remarks by the Commissioners/ 
Deputy Commissioners, and S.D.M. (Civil) as the Divisional 
Commissioners, Deputy Commissioners and Sub-Divisional : 
Magistrates (Civil) are atthorised to ‘write annual _ confi- 
dential. reports of the officers of all the Departments 
(except the police officers) functioning in their respective 
jurisdiction on the following aspects of their work :-- 

(i) Reputation for honesty ; 

(ii) Relationship with public ; 

(iii) Implementation of developmental: schemes, policies of. 


the Government (including Family Planning Programs; 
performance in the Small Savings Schemes; and 


Performance of the Departmental Officers at district 
level put on Election duty in connection with Lok 
Sabha Election. 


ii) What the report should contain : 


(iv) 


11. Generally speaking, the reporting officers should 

state :-- 

(i) whether the officer or official concerned has been 
able to discharge the duties of his office 
satisfactorily. : 

(ii) whether the person is able, conscientious and hard 


working, and if so,the degree of his qualities ; 

(iii) if the officer or. official reported upon has to control 
an establishment under him, whether he is capable 
of supervising the work and whether his eee TS 
with his subordinates are satisfactory ; 


(iv) whether the officer or official is. punctual and has 
maintained discipline ; 

(v) if officer or official comes into contact with the 
public;whether he is accessible and hears and deals 
with complaints properly and is also courteous in his 
behaviour ; 

(vi) in case of touring officers and officials whether their 
touring is systematic and adequate ; 

(vii) whether the defects recorded in the report are 
remediable or otherwise ; 

(viii) efforts that have been made by way of guidance 
admonition, etc. to get the defects removed and the 


results thereof. 


. 





(ix) 


(x) 


(xi) 


(xii) 


(xiii) 


(xiv) 


(xv) 


(iii) 


12x. ti) 
truth thereof, 
the basis of personal knowledge ; 
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letters of appreciation issued by various authorities 
or persons and major event of work done or special 
contribution made by the officer/official towards 
implementation of a particular scheme or successful 
conclusion of a special campaign ; 


if the officer/official has remained under suspension 
on account of some inquiry against him, the period 
of his suspension, final result of inquiry and the 
date of his reinstatement, if reinstated ; 


while writing the annual. confidential report of the 
Heads of Department the Administrative Secretary is 
required to express his views regarding the measures. 
taken to eradicate corruption and the results thereof; 


while’ indicating defects, an overall and balanced 
judgement be made in the respective columns instead 


of clubbing all the defects in one column relating to’ 


defects, which is particularly meant- for indicating 
significant defects of general nature. Similarly the 
Reporting Officers while indicating 'Grading' should 
record a balanced grading with reference to the 
remarks recorded against various columns. 


if the officer reported upon has to record the 
confidential reports of his subordinates, whether such 
an officer has recorded confidential reports of his 
subordinates within a time schedule fixed for 
recording the Annual Confidential Reports ; 


whether the officer/official reported upon performs 
his duties in Punjabi or not ; 


*Effectiveness in the development and protection of 
Scheduled Castes and/or Tribes. 


(a) Attitude towards Scheduled 
Scheduled Tribes; 


Castes and/or 


(b) Sensitivity to social justice; 


(c) Ability to take quick and effective action to 


prevent and quell atrocities and ensure justice to 


Scheduled Castes and/or Scheduled Tribes. 


* (Applicable in case of officers dealing with the develép- 
ment and protection of Scheduled Castes and bor 
Scheduled Tribes). 


What a Report need not Contain. 


A mention about complaints without sifting the 
should be avoided and the assessment be made on 


Para 4 of 
Pb. Govt 
circular 
letter No. 
2164-2- 
SII-76, 
dated 
26-5-1976. 


Pb. Govt. 
circular 
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‘No. 15/12/99-- 
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and 

PG. No. 15/ 
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3-11-1999. 


PG. No. 15/ 
13/97-1PPI/ 
20575, dated 
29-10-1997. 


PG No. 15/ 
5/83-2PP/ 
4390 

dated 
22-4-1983 


_.Pb. Govt. 
circular 

_ letter 

‘No. 7955- 
SII(5)-67/ 
(31327, dated 
‘18-11-1967. 


"Pb. Govt. 
circular 
letter No. 
15-7-80/ 
2PP/3386, 
dated 
26-3-1981. 


Pb. Govt. 
circular 
letter No. 
2334-ASI- 
60/15708, 
dated 3rd 
May, 1960. 


No. 3778- 
SII (1)-71/ 
17239, dated 
5th July, 
1971. 


PG. NO. 15/ 
11/88-1PPT/: 
17179, dated 
4-11-1988, 
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(ii). slight defects need not find mention in the annual 


confidential reports. These may be pointed out verbally by way 


of advice and guidence ; : 


(iii) the mention of matters as have nothing to ‘do with 


the performance of an officer/official, e.g., the officer/official 
has a long stay at a particular station and required shifting 
etc. should be avoided. An officer/official holds an 


appointment subject to the pleasure of the Government, and his 
continuance at a particular station is not a matter of his choice. 
The remarks of the type are not of a remedial nature and should 
be avoided. 


(IV) Report regarding Integrity : 


13. The integrity of the Government employees, being of 
greatest importance, needs a special mention in the confidential 
reports. It should be clearly stated if the officer/official is 
suspected of corruption or is believed to be corrupt and this 
opinion should generally be fortified by reasons, which may be 
in the possession of the reporting officer. Any ill considered 
remarks in this respect. may do a lot of harm to the 
officer/official reported ‘upon. The reporting officers should give 
a definite frank and honest opinion on she integrity of their 
subordinates in the column "Defects, if any" or elsewhere. The 
practice of making non-committal/ill-considered remarks in this 
regard should be discouraged. Reporting officers should give a 
definite opinion on the integrity of their subordinates, and 
avoid remarks like "no complaints." Further, instances have 
come to the notice of Government in which even though, 
vfficers/officials reported upon were proceeded against for 
serious forms of corruption their confidential reports for the 
same periods certified their integrity to be good. It is felt-that 
contradictions of this type arise only because reporting officers 
fail in their duty to make entries in the column relating to 
integrity forthrightly and without hesitation. In case an officer/ 
official has been given a good report of integrity which is later 
proved to be wrong, the reporting officer will run the risk of 
earning Government displeasure. Ordinarily, the inference would 
be that either he did not exercise proper supervision or he was 
in dishonest collusion with his subordinate. The intention of 
Government is that the truth about subordinates should be known 


to reporting officers and brought to the notice of higher 


authorities. This would not, however, justify; the entering of 
ill-considered remarks based on inadequate observation. ; 


13A. In order to avoid non-committal remarks regarding 
‘integrity’ in the annual confidential reports, of Government 
employees, Reporting Officers should fill up the column relating 
to ‘integrity' as per the following procedure :— 


(i) If the official's integrity is keyond doubt, it may be 
so stated. 








> a 
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(ii) If there is any doubt or “suspicion, the column 
should. be left blank and action taken as under :— 


(a) A separate secret note should be recorded and 
followed up. A copy of the note should also be 
sent together with the confidential report to the 
next superior officer who will ensure that the 
follow up action is taken expeditiously. Where 


it is not possible either to certify the 


integrity or to record the secret note, the 
Reporting Officer should state either that he had 
not watched the official's work for sufficient 

—_time to form a definite judgment or that he has 
heard. nothing against the officer, as the case 
may be. 


(b) If, as a result of the follow up action, the 
doubts or suspicions are cleared, the official's 
integrity should be certified and an entry made 
accordingly in the Confidential Report. ; 


(c) If the doubts or suspicions are confirmed, this 
fact should also be recorded and duly 
communicated to the official concerned. 


(ad) If as a result of the follow-up action, the 
doubts or suspicions dre neither cleared nor 
confirmed the official's conduct should he 
watched for a further period and thereafter 
action taken as indicated at (b) and (c) above. 


Note : Above mentioned instructions should be strictly followed 
with. effect from ACRs for the year 1988-89, and jin case 
‘ an officer has been given a 'good' report for integrity 
which is later proved to be wrong, the reporting officer 
himself would run the risk of earning Government 
displeasure/disciplinary ‘action. 


V. Writing of Annual Confidential Reports on the Secretaries, Joint 
Secretaries, Heads'of Departments and other officers working 
under the State Government. 


a4. (i) The Administrative Secretaries to Government will 
write cgnfidential reports gn the Additional Secretaries, Joint 
Secretaries, Deputy Secretaries and Heads of Departments, 
included in their sphere of work. If the work of a Deputy 
Secretary or below passes through an Additional Secretary or Joint 
Secretary, the report on the work of the Deputy Secretary or 
other officer concerned will beinitiated by the Additional Secretary/ 
Joint Secretary as the case may be and will thereafter be put 
up to, the. Administrative Secretary for his remarks. In 
regard ito Heads of Departments the Secretary will write the 
initial ‘remarks though if much work has been seen by an 
Additional or Joint Secretary, the former will /consult him 
informally or otherwise before doing so. 


The cnfidential report on the work and conduct of the 


_Inspector-General of -Police will be initiated by the Home 


Secretary if he is of the rank of Commissioner. Thereafter, it 
will be recorded by the Chief Secretary, Minister-in-charge of 
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Home (Police) Department and the Chief Minister. In case the 
Home Secretary is not of the rank of Commissioner, the 
confidential report of the Inspector General of Police will be 
initiated by the Chief Secretary, who will consult the Home 
Secretary, informally or otherwise, before recording his remarks. 
Thereafter, the remarks will be recorded by the Home Minister 
and the Chief Minister. : . 


‘ 


(ii) The Minister-in-charge will be recording authority 
in respect of Secretaries to Government. Bi: 


(iii) The Minister-in-charge will be the accepting 
authority in regard to Additional Secretaries, Joint Secretaries, 
Deputy Secretaries, and Heads of Departments (all India Service 
Officers). In respect of the Heads of Departments (other than all India 
Service Officers), the Minister-in-charge will be the reviewing 
authority. In the case of other officers, the Minister-in-charge would 
normally be neither a recording nor an accepting authority. He would 
be competent, however; in any particular case, if he so chooses, to 
send for the personal file of an officer. and. record such remarks 
therein as he considers should be made on the basis of his 
personal knowledge. 


(iv) A Deputy Minister will have the same rights 
regarding recording/accepting of remarks in the confidential 
reports as the Minister-in-charge. 


(v) A Minister or a Deputy Minister or the 
Parliamentary Secretary who has quit 
competent to record remarks in the 


Chief 
office, will not be 
confidential reports of 


officers working in the Departments, who worked under him or . 


on his personal staff. The reports of officers for whom the 

Ministers or Deputy Ministers are the only reporting authority, 

Shall be recorded by the Chief Minister. Bs 
(vi) The confidential report on the work of .a Liaison 


Officer shall be initiated by the head of the Department 


concerned. Thereafter the Agent to Government, Punjab, at Delhi - 


(in whatever rank the officer is placed) will add his remarks 
and send the report to the. Administrative Secretary concerned. 
If the Administrative Secretary has a different opinion from the 
one given by the Agent to Government, Punjab the report will 
be put up to the Minister-in-charge for his final remarks. 


(vii) Following authorities Shall be the Reporting/ 
Reviewing/Accepting authorities in respect of Confidential 
Reports of the Heads of Departments (other than All India Service 
Officers) in the State :-- ; 


Reporting Authority Administrative Secretary 


Reviewing Authority : Minister-in-charge (Adviser 
to Governor under the 
President's Rule) 

Accepting Authority : Chief Minister (Governor 


under the President's 
Rule) 


Instructions contained in sub para (vii) above shall be 


applicable from the Annual Confidential Reports for the: 
year 1983-84 onwards). 


' (Note 


S 


a 








Ti 


VI. Writing of annual confidential reports of the Departmental 
Officers at Divisional, District and Sub-Divisional Level by 
the Divisional Commissioners/Deputy Commissioners/Sub-Divisi- 
onal Officers (Civil). 

15. Divisional Commissioners/Deputy Commissioners/Sub- 
Divisional Officers (Civil) are authorised to write the annual 
confidential reports of the Departmental Officers at Divisional, 
District and Sub-Divisional level (except Police Officers) respecti- 
vely on the aspects mentioned in para 10.. 


16. (i) Performance in the field of Small Savings Schemes, 
like performance in the field of Developmental Schemes should 
also be kept in view while recording the Annual Confidential 


Reports of the officers concerned. The Deputy Commissioners of’ 


the respective Districts who allocate taryets of Small Savings to 
various officers should, therefore, keep in view the local condi- 
tions cf the area and other allied factors at the time of recording 
their remarks on the performance of the officers concerned. 


(ii) For the perfermance of the Deputy Commissioners, 
the Commissioners of Divisions may keep in view the achievements 
of various Districtsin the manner indicated in sub-para (i) 
while recording remarks in the Annual Confidential Reports of 
the Deputy Commissioners concerned. 


17. The above has been laid down to enable the’ Commissi- 
oners/Deputy Commissiones/Sub-Divisional Officers (Givil) to 
perform their co-ordinating role effectively, as otherwise they 
do net have complete list of such officers functioning in: their 
respective jurisdiction. In some cases, forms of the reports are/not 
supplied te them by respective Departments. In order to ensure 
that the above policy is meticulously followed, all the «depert- 
ments should supply a lst of the officers of their department 
functioning at Divisional, District and Sub-Divisional level 
direct to the concerned Commissioner/Deputy Commissioner/Sub- 
Divisional Officer (Civil), in the Pro forma at Annexure 'C’ 





.s7iz=79. 


Pb. Gove. 
circular 
letters 
No. 14102- 


GI-57/ 


22998, dated 
15-11-57. 


No. 10542- 
GIII-59/ 
26741, 
dated 
17-12-59. 


No. 5582- 
ASI-64/ 
24104, dated 
15-7-64. 


No. 6789- 
SII(I) 69/ 
28237, 
dated 
26-11-69. 


No. °10125- 
Services(2)- 
(1})-70/10419 
dated ' 
27-5-70. 


No. 8617- 
SII(1I)}-73, 
dated 
2723-7h, 


No.15/16/ 
79~2PE/ 
11933, 
dated 


No. 8637- 
S11(1I)-73, 
dated’ 27th 
Marsh, . 
7974. 





“Pb. Govt. 


circular 
letter 


“No. 12078- 


2GS-76/ 
5473, dated 
Sth Feb- 
ruery, 
1977. 


Pb. Govt. 
circular 
letter 

Nos. 15/7/ 
78-2PP 
7186, datted 
27th 
August, 
1979. 


15/7/78- 
2PP/9027, 
dated 4th 
September, 
1979. 


Pb. Govt. 
circular 
letter 

No. 3482- 
ASI-61/ 
25298, 
dated the 
lith July, 
1961. 


Pb. Govt. 
circular 
letter 

No. 10125- 
Services 
2(1)-70/ 
10419, 
dated the 
27th May, 
1970. 


Pb. Govt. 
circular 
letter 

No. 2334- 
ASI-60/ 
15708, 
dated 3rd 
May, 
i960. 

Pb. Govt. 
circular 
letter 
Nos. 279- 
ASI-63/ 
4655, dated 
2nd Feb., 
1863. 


12 


18. In order to keep the Commissioners/Deputy Commissi- 
oners/Sub-Divisional Officers (Civil) informed about the posting 
and transfer of departmental officers in the Division/District/ 
Sub-Division a copy of the postiny/transfer order whenever these 
are issued be sent to the concerned Commissioner/Deputy Com- 
missioner/Sub-Divisional Officer (Civil). 


19. (i) Where an adverse remark has been recorded by 
the Deputy Commissioner/Commissioner in the report of an officer 
functioning in his jurisdiction it should invariably be conveyed 
to the officer concerned even though the departmental reporting 
authorities have disagreed with it. Where, however, the 
Commissioner disagrees with Deputy Commissioner, such a remark 
need not be conveyed. 


-(ii) In case a Deputy Commissioner writes the annual 
confidential report of an Executive Engineer, on the aspects 
mentioned in para 10, and the Commissioner ayrees to that or 
signs the report or writes '‘Seen' or 'No remarks' then the 
report of Commissioner shall pertain to the remarks of the 
Deputy Commissioner and these will have no concern with the 
remarks recorded by the ‘Superintending Enyineer'. If, however, 
Deputy Commissioner yives any adverse remark, the same will 
have to be conveyed to the officer concerned unless the same is 
deleted by the Commissioner. Similarly, if the Superintending 
Engineer or Chief Engineer disagrees to the adverse remarks of 
Deputy Commissioner the adverse remarks are to be conveyed, 
but in case any Superintending Engineer or Chief Enyineer 
records adverse remarks, on the aspects mentioned in para 10, 
and the Deputy Commissioner/Commissioner has given a clean 


chit, the adverse remarks of Superintendiny Enyineer or Chief 
Engineer will also be conveyed. 


VII. Number of Reporting Officers and powers of Administrative 
Secretaries to record remarks in the confidential reports on 
the Staff under the Heads of Departments. 

20. The work and conduct of an officer workiny under a 
Head of Department, whether in the office or in the field, 
should be reported upon by at least twoofficers. Thus, reports 
which are initiated by the Heads of the Department himself 
should be put up to the Administrative Secretary for the 
recording of his remarks. 


21. The above instructions, however, do not apply to 
cateyories of Government servants such as clerks, stenoyraphers, 
drivers, etc., who exclusively work under one officer. 
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VIII. Procedure to be followed where a reporting Authority is 
related to the officer to be reported upon 


22. When the reporting officer is the . first reporting 
authority, he should be competent to record his remarks, but, 
while doing so, he should clearly mention that he is related to 
the officer, reported upon and bring out the exact nature of 
relationship. 


23. When the reporting officer is the second authority 
and not the initiating authority to report, he need not write any 
remarks. If, however, he feels that for some reasons he must 
enter some remarks, he should, while doing so, act as indicated 
in para 22 above. 


IX. Soliciting of remarks to be Discouraged 


24. The confidential remarks on the work of Government 
servants are recorded by the competent authority in the normal 
course when due. The officers/officials should, therefore, on no 
account, solicit or approach, out of way, for remarks in their 
personal files whether from Ministers or their superiors. 


X. Minimum period for which a reporting officer should have 
seen the work of a subordinate before recording remarks in 
his report. 


25. No reporting officer should record his remarks in 
the confidential report of an officer/official under him unless he 


has seen his work and conduct for at least three months. If the 


officer/official has served under the reporting authority for less 
than three months, the opinion of the officer under whom he has 
previously served for at least three months should be obtained. 


26. A reporting officer while recording annual remarks 
may request his predecessor, who has seen the work of the sub- 
ordinate concerned for a period of more than 3 months to record 
his remarks but the prodecessor officer should submit his remarks 
direct to the next higher authority who before adding his own 
remarks will take both sets of remarks ; that is, those recorded 
by the present reporting officer as well as those recorded by 
his prodecessor, into consideration. 


27. In the case of a subordinate whose work has been 
seen by the reporting officer for a period of less than six 
months in the year (and of course more than 3 months) if there 
is another officer who has seen the work for more than six 
months during thesame year, the latter must invariably be 
calied upon to record his remarks and submit these direct to 
the next higher authority before the present superior records 
his own remarks. 


28. The period of three months referred to above means 
the period for which the reporting authority has actually seen 
the work of the officer/official reported on. Besides regular 
leave (casual leave is treated as duty) the period of suspen- 
sion when a Government servant does not attend his duties is 
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not to be counted in calculating this period, nor the leave and 
suspension periods of the reporting authority, if any, when it 
does not see-the work of the subordinate. 


XI. Recording ef Remarks on the occassion of Relinquishment of 
' Charge by Reporting Authority. 


29. A confidential report shall also be written when 
either the Reporting Authority or the employee reported upon 
relinquishes charge of the post, and in such a case it shall be 


written within three months of the relinquishment of charge of 
the post. : 


30. In the event of change of portfolios, a Minister or 
Minister of State or a Deputy Minister or the Chief Parliamentary 
Secretary may also, if he had not done so previously, record 
remarks on the confidential report of officers subordinate to him 


within three months of his relinquishing charge of his previous 


portfolio. i 


31. If the officer wishes to record his remarks either on 
account of his own transfer or because of the transfer of the 
subordinate in the middle of the year, there is no objection to 
his doing so and he may be supplied blank forms for. the pur- 
pose if he asks for these but these remarks should not be taken 
into consideration for any purpose, whatever, except at the end 


' of the year, or any other reporting period prescribed. Such a 
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cicculear 
letter 
No.279-ASI- 
63/4055, 
dated 2nd 
Feb., 1363. 


Based on the 
advice 
issued from 
time to 

time. 


Pb. Govt. 
circular 
letters 

No. 2334- 
ASI-60/ 
15708, dated 
3rd May, 
1960, 


report will, however, be processed in the.same manner as other 
normal reports. : : 


.d) Recording of Remarks by an officer while under Suspension or 
after Retirement. : 


32. An officer under suspension is not competent to 


record confidential reports on the work of his previous subordi- . 


nates. 


73. An officer who retires from Government service on 
superannuation or prematurely may not record/accept the reports 
after his relinquishing the Charge of the post. 


XII. Issue of Letters of Application 


34. The practice of recognising the good work of an 
officer by a letter of appreciation is a healthy one and should 
be adopted by all departments. It is, however, important that 
such letters should not be issued indiscriminately. These should 
be issued in really deserving cases only to encourage good work 
and at the end of the prescribed reporting period, on an 
overall assessment of the officer's/official's whole work during 
the perfod. The criterion for granting such commendatery letters 








_/fendorses it by saying 


iS 


should be based on a record of exceptionally good work and not 
merely on the performance -of routine duties with more than averag=2 
_ ability and industry. Since commendation will lose much of its 
value, if it is too easily won, it is essential that the greatest 
care should be taken to limit the number of commendatory letters 
and to grant these only in cases really deserving of notice and 
_mot too frequently lest it should lead to unhealthy tendency 
among officers to go abeyging for such letters. 


(i) Minimum Number of Authorities Essential for Recommending Letters 
of Appreciation: 3 


35. At least two authorities, when there are two or more 
suc competent authorities, should make the recommendation ia 
clear terms for issuing a letter of appreciation and the wor 
proposed for commendation should be clearly indicated. 


36. Where there is only one reporting authority and it 
recommends. clearly the issue of an appreciation letter and also 
indicates the work preposed for commendation, an appreciation 
letter may be issued in such cases. 


37. In cases where the first reporting authority recommends 
an appreciation letter in clear terms indicating the work 
proposed for commendation and the second authority simply 
"I_agree', an appreciation letter may be 
f issued as the words 'I ayree', amount to endorsing the recommenda- 
tion of the first reporting authority notwithstanding the fact 
that the second reporting authority did not clearly say in so 
many words that an appreciation letter may be issued. 

€ 

38. Where two reporting authorities recommend the issue 
of an appreciation letter and the highest authority does net 
contradict the recommendation but records the words ‘seen’ or 
‘No. remarks' or simply appends his signature, an appreciation 
letter may be issued. Where, ‘owever, the final authority contro- 
verts the recommendation ef the lower authority, no letter of 
appreciation should be issued. The recording of words ‘No 
remarks' by the higher/highest authority does not mean that the 
remarks of the first or second reporting authority cease to exist. 
On the other hand they mean that the higner/hiyhest authority 
agtees with the remarks cr has mo reason to differ from them, 
whether good or bad, recorded by ‘the lower authority/authori- 
ties. 

, 

39. Where the two lower reporting authorities do ro: 
recommend the issue of an appreciation letter but the highest 
authority makes the recommendation for such a letter in clear 
terms, a letter of appreciation should not be issued 


“straightaway. In such cases a reference to the two lower repor- 
ting authorities where there are two or more such authorities, 
should be made asking for their views on the issue of a letter 
of appreciation. A letter of appreciation should be issued only 
if at least one of the lower reporting authorities is also of the 
view that an appreciation letter should be issued. 
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(ii) Authorities competent to issue letters of appreciation. 


40. (i) Suitability/eligibility for issue of letters of 
appreciation on the basis of remarks recorded in Annual 
Confidential Reports should, where necessary, be consi- 
dered by the 'highest Administrative Authority' i.e. appoint- 


ting authority or the authority to whom representation against 
the punishment of ‘censure’ lies under the existing rules of the 
department concerned for a particular officer/official, whichever 
is hiyher. If such’ authority, whose recommendations for 
appreciation are beiny considered, himself happens to be the 
highest Administrative Authority, it should mean that in such 
cases the decision to issue appreciation letter should be taken 
by the next higher authority i.e. the Administrative Secretary 
and in case the recommendation ‘for the issue of appreciation 
letter has been made at the level of Administrative Secretary him- 
self, the highest Administrative Authority should mean the 
Minister-in-charge of the Department. Officers below the level of 
the authority competent to maintain the personal file of the 
officer as defined in paragraph 56 are not competent to issue 
letters of appreciationon the basis of generally good work done over 
a period of time. Their remarks in respect of generally good 
work done by subordinates should appropriately be recorded im 
annual confidential reports. 


(ii) Occasions do arise when an executive officer in the field 
feels the need of encouraging his subordinates by issuing them 
letters, of commendation particularly after good work done in 





connection with some specific incident, e.g., flood relief, locusts, . 


visit of some V.I.P. etc., and it is not the intention of 
Government to place this method of extracting good work out of the 
subordinates beyond the reach of executive officers in the field. 
In such cases letters of appreciation may be issued even by 
officers lower than the appointing authority; the authority 
competent to receive confidential reports, convey adverse. remarks 
and maintain personal files. Such letters will not, however, be 
placed on personal files and should be issued very sparingly. 


XIII. Communication of adverse remarks 


(i) All adverse remarks are to be communicated : 


41. Adverse remarks in all cases are to be communicated so 
that the employee concerned should get an opportunity to know his 
defects, if any, which he should consciously endeavour to remedy 
in the subsequent year. 


(ii) 


Generali Principles for communicating adverse remarks 


\ 


¥ 


42. For communicating adverse remarks to the Government 


(5)-67/31327, employee concered, following general principles are to be foliowed :- 


dated 18th 
November, 
1967. 


¢ 





% 


5 
— 


(a) 


(b) 


(c) 


(d) 


(e) 


(f) 
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(i) When report is built up on the individual opinions 
as noted of different departmental superiors in 
gradation it is only the opinion as accepted by the 
highest authority which need be considered from 
the point of communication ; 


(ii) Only the adverse remarks recorded or endorsed by 
the highest authority, reporting upon an 
officer/official should be communicated. Where, 
however, an adverse remark has not been 
specifically denied by a higher authority, it should be 
conveyed. It is, however, open to that authority to 


decide that any adverse remarks need not be- 


communicated. Where it is so decided, a specific 
order to this effect should be recorded. The 
criterion for such a decision should be based as in 
sub-para (c); 


An officer/official should not at any time be kept 
ignorant of reporting officer's opinion where his service 
is not considerd satisfactory; criticism should be 
communicated promptly and should indicate in suitable 
language the nature of the defect(s) in question. 


The practice of discriminating between remediable and 
irremediable defects should be abandoned as far as 
practicable, except that a certain degree of discretion 
should be regarded as permissible in communicating 
reported defects of an irremediable nature. For instance, 
it might do more harm than- good to inform an 
officer/official year after year that his brains are below 
average or he is unduly sensitive ; 


The reporting officer should specifically state while 
writing the report whether the defect(s) reported 
has/have already been brought through any other 
communication to the notice of the officer/official 
concerned or not. Any departure from these instructions 
will be taken serious note of by the Government ; 


Remarks in cases in which the Government or Head of a - 


Department or other. officer competent to record the 
report suspends judgement should not be communicated ; 


(i) Great attention should be paid to the manner and 
method of communication in order to ensure that the 
. advice given or the warning or censure 
administered, whether orally or in writing, shall 
having regard to the temperament of the 
officer/official concerned,be most beneficial to him, 


(ii) The practice of conveying adverse remarks only is 
rather discouraging and leaves the officer/official 
guessing as to the general total purport of the 
report. To avoid anxiety on this account, the 
officer/official should Know briefly (in a sentence 
or part-sentence) the general total impression of 
his report. For example, it may be, ‘while your 
work has been assessed as of a good standard of 
efficiency and competence, it has been pointed that 
you tend to delay cases; or though your work is 
generally assessed as satisfactory during the year, 
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you show a communal tendency which is brought to 
your notice for correction; or while you are a 
hard working officer, you sometimes lese . your 
temper in dealings with the public'. The adverse 
remarks which have been washed out by the 
remarks . of the superior authority 
Ministers should not be conveyed. 


The words 'No remarks! by the higher/highest authority 
do not mean that the remarks of first or second 
reporting authority cease to exist. On the other hand, 
they mean that the higher/highest authority agrees with 
the remarks or has no reason to differ from them, 
whether good or bad, recorded by the lower 
authority/authorities ; 


All competent authorities should make an occasional check 
of confidential reports entrusted to their custody in 
order to ensure that adverse remarks have actually been 
conveyed to the officer/official corcerned. No notice 


should be taken of adverse remarks if they have not 
been conveyed. Where a competent authority does. not 


(i) 


(3) 


(ic) 


convey adverse remarks to the officer/official concerned, 
the omission will be treated as discriminatory action on 
its part and due notice should be taken of it. The 
official/officer responsible for the unjustified delay in 
communicating the adverse remarks beyond three months 
shall also be liable to disciplinary action. In regard to 
the past’ entries in the personal files, any adverse 
remarks(s) that has/have not been conveyed or shown, 
except those not conveyed or shown before 5th June, 
1957, when Government's practice of conveying adverse 
remarks .- was not strict, shall not be taken irto 
consideration. The uncommunicated auverse remarks 
relating .to the period before 5th June, 1957, however, 
need not be commmunicated ; 


The highest reporting authority should be consulted at 
the time of communication of any adverse remarks if at 
the time of writing the report his views were not by any 
chance recorded therein ; 


Except to the extent indicated above, confidential reports 
are not to Se communicated or shown to the officer 
concerned; ; 


While communicating the adverse remark(s) to a 
Government servant the identity of the superior officer 
making such remark(s) should not normally be 
disclosed. If, however, in a particular case, it is 
considered necessary to disclose the identity of the 
superior officer, the authority dealing with the 
representation may at his discretion allow the cneagan ‘tO 
be communicated. 


(Note: See also para-19)} 


including a 


lo ae 


\ 





i 
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(iii) Responsibility to be fixed for Non-Communication of the 
adverse remark(s). 


43. Certain officer/official manage to have adverse remark(s) 
not conveyed to him in time, so that he can take shelter behind 


the plea of being not aware of the adverse remark(s) at the time 


of his promotion, crossing of efficiency bar, premature retirement, 
etc. In such cases collusion between the official reported upon and 
certain person(s) working in the office of the authority required to 
convey the adverse remarks cannot be ruled out. It should, 
therefore, be ensured that the adverse remark(s) recorded in the 
annual confidential report of an officer/official is/are conveyed to 
him, immediately after the report is duly completed. In cases of 
delay the responsibility for non-conveyance of adverse remark(s) 
must be fixed and suitable action taken against the defaulter(s). 


XIV. Representations against adverse remarks. 
(i) Spirit in which the adverse remarks are to be taken. 


44. There is a strong tendency among officers/officials at all 
levels not to take adverse remark(s) in the spirit in which 
this/these are intended and as a part of the normal incident(s) 
of a whole career of service but to indulge in all kinds of 
pressure to get such remark(s) expugned. Such tendency produces 
ill-effects in regard to the recording of remark(s), without fear or 
favour, by the reporting officers, and such practice must be 
strictly and firmly discouraged and eliminated to every possible 
extent. It is often forgotten that the primary purpose of 
maintaining a record of annual remarks in regard to an 
officer's/official's work is to accumulate over a period of years a 
varied assessment regarding the performance, character, ability and 
integrity of the officer/official in discharging the responsbilities 
entrusted to him. This record is meant to enable Government to 
assess the total worth of an individual officer/official with a view 
to utilising him in the best way possible for the public service. 
Primarily, therefore, the record of an officer/official is a 
document internal to Government to be utilised for promotions, 
postings, transfers, encouragement, caution, etc. This main purpose 
of the record must, therefore, be borne in mind, namely, that it 
is cumulative assessment of an officer's/official's worth to be 


utilised for Government purposes and for public ends and it is only 


incidentally a means of bringing to the officer's/official's notice 
defects which he should consciously endeavour to remedy. 


(ii) Representation is to be’allowed if adverse remarks are based on 
patent error of fact or are mala fide. 


45. Ordinarly, department, should not enter into any 
controversy with the officer/official in the matter of adverse 
remark(s) communicated to him on the basis of the confidential 
report. Occasionally, however, cases arise where the adverse 
remark(s) is/are not made bona fide, or is/are based on a patent 
error of fact. An examination of the representation in such a case 
is, therefore, called for, and it should not be turned down 


. 





Pb. Govt. 
circular 
letter No. 
1353-2PP- 
78/5984, 
dated 15/16- 
3-1978. 


Pb. Govt. 
circular~ 
letter 

No. 2334- 
ASI-60/ 
15708, 3rd 
May, 1960. 


Pb. Govt. 
circular 
letter 

No. 2334- 
ASI-60/15708 
dated 3rd 
May, 1960. 


automatically. Where the preliminary examination of the. 





Pb. Govt. 
circular 
letter No. 
2334-ASI- 
60/15708, 
dated 3rd 
May, 1960. 


Pb. Govt. 
circular 
letter No 
4408-SII 
(1)-72/27670, 
dated 20th 
October, 
A972. 
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representation does not prima facie establish that the adverse 
remark(s) is/are mala fide or based on a patent error of fact, 
there should be no hesitation in disposing of the representation on 
the basis of general policy referred to above. Where, however, it 
appears prima facie: that the remark(s) is/are not bona fide or 
that this/these are based on a clear error of fact, the 
representation should be examined on merits. If as a result, it is 
found that the adverse remark(s) was/were not justifed, after 
obtaining the orders of the highest administrative authority, a note. 
should be recorded on the confidential report expunging the 
remarks and the officer/official concerned should be informed of 
the action taken. The reporting officer may also be informed and 
suitably warned where mala fide intent is indicated. Recourse to 
expunction of remarks may be had only in cases of exceptional 
character after observing the procedure laid down above. There 
may also be border line cases in which there may be some 
substance in the adverse remark(s) conveyed to the officer/official 
and also some justification for the representation made by the 
officer/official against the adverse remark(s). In such cases, the 
proper course to adopt would be to place the representation on the 
ersonal file after obtaining the orders of the highest 
dministrative authority. 


(iii) Time limit for making representation against the adverse 
: remarks and authority to whom the representation is addressed. 


46. A representation for the expunction of adverse remarks, 
communicated to the employee, can be filed within a period of 
three months. 


\) 

47. The communication of the adverse remarks shouldinno case 
be delayed beyond three months of the receipt of the annual 
confidential report in the office/organisation concerned from the 
reporting/reviewing authority. It has also to be ensured by this 
prompt communication of adverse remarks, that representation 
against adverse remarks which are to be made within three 
months of the communication, are settled at the earliest. This 
will enable the employee concerned to know finally the impact of 
the, adverse remarks so that he has full opporunity to rectify 
his defects at the earliest. 


48. A representation for the expunction of adverse remark(s) 
communcated to the employee can be filed within a period of three 
months from the date of letter commurficating adverse remarks to 
the officer/officia] concerned. The representatiion against the adverse 
remark(s) is to be addressed direct to the authority: conveying the 
adverse remarks. This time limit is to be followed rigidly and 
that time barred representations should be rejected. It is) 
dangerous to allow officers to go on putting up representations 
whenever they think the situation is favourable to them, and post 
facto attempts to clean up personal files must be resisted. 











At 


ee Ae 
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49. The officer/official, who wanted to represent against 
adverse remarks, but could not do so becuase he was unable to lay 


hands on the relevant record in order to prepare his 
representation is required to intimate to the aut hority conveying 
the adverse remark(s) that he would be making a detailed 


representation after examining the relevant record. As far as 
possible, the detailed representation should also be sent within 
the prescribed time limit of three months, but where this is not, 


practicable owning to the cir cumstances beyond an- 
officer’s/official’s control and the authority dealing with the 
representation is satisfied about it, the representation may be 


entertained and dealt with as if it had been received within the 
prescribed time limit of three months. 


(iv) Guidelines for dealing with the representations against adverse 


remarks. 
50. The following guidelines for dealing with the 
representation against adverse remarks are laid down :-- 
(i) The representation against adverse remark(s) 
communicated to the employee, if made, is required to 
be disposed of finally within a period of five months 


from the date of its submission. This time limit is fixed 
keeping in view the fact that the Government employee 
concerned does not remain in suspense as to the fate of 
his representation. Delay in deciding such representation 


also causes repercussion on the cases of promotion, 
crossing of efficiency bar etc., of the employee 
concerned. 


(ii) The instructions to dispose of the representation against 
adverse remarks within a period of five months should 
be observed meticulously. A monthly review of each case 
may also be made so as to take necessary steps where 
called for. ee es 


(Note: Please also see para 5(viii)to 5(xi) above) 


The representation should not contain any slinging and 
baseless charges. In case any officer/official use filthy 
or unparliamentary language in his representation for 
the expunction.of adverse remarks the same will be 
straightaway rejected and action against him be taken 
under rule 3(iii) of Punjab Government employees 
(Conduct) Rules, 1966. 


(iii) 


(iv) 
“the remarks communicated to him, such representation 
should be brought to the notice of highest administrative 


authority and his order obtained. It would be very 
undesirable that an officer against whose adverse 
remark(s) representation is submitted, should himself 


dipose of such a representation. 


(v) 


It is also incumbent upon the reporting authority to send 
his comments within. the time prescribed for the purpose 


to obviate delay in the speedy disposal of representation 


against adverse remarks. 


(vi) Before passing final orders on a representation against 
adverse remar’‘s) ‘*e comments of the reporting 
rt} ‘authorities should inivariably be obtained. 








If a representation is made by any officer/official against 


Pb. Govt. 
circular 
letter No. 
10250-ASI 
65/40176, 
dated 15th. 
Dec., 1965. 


Pb. Govt. 
circular 
letter No. 
4408-SII- 
(1)-72/27670, 
dated 20th 
October, 
1972 & para 
5 of P.G. 
letter No. 
5072-2SII- 
76, dated 
8th July, — 
1976 & No. 
15/23/92- 
1PP1I/9158, 
dated 28th 
May, 1993. 


Pb. Govt. 
circular: 
letter 

No. 4514- 
Services- 
2(1)-71/ 
30328, 
dated 19th 
Nov., 1971. 


Pb. Govt. 
circular 
letter 

No. 2334- 
ASI-60/ 
15708, 
dated 3rd 
May, 1960. 








Pb. Govt. 
circular 
letter No. 
BIA Ts) Fa 
67/20363, 
dated 19th 
July, 1967. 


Pb. Govt. 
circular 
letter 
/ No. 11540- 
2GS-I-77/ 
2402, dated. 
23rd 


January, 
1978. 
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(vii) For purposes of rejection and acceptance of representation 
against adverse remark(s), there should be one authority 
and it should be the highest administrative authority. 


[Note :--The ‘highest administrative authority’ means ‘the 
appointing authority! or the authority to whom representation 
against the punishment of censure lies under the existing rules of 
the department concerned for a = particular officer/official, 
whichever higher. If such authority whose adverse remarks are 
communicated, the term ‘highest administrative authority’ should 
mean the next higher authority. 


For members of the All India Services serving under the 
Punjab Government, the ‘highest administrative authority’ will mean 
the State Government “} 


(viii) The representation or explanation against the adverse 
remark(s) should not be added to the file containing the 
confidential report. 


(ix) If it is felt by the highest administrative authority that 
the remark(s) should be toned down,he should make the 
necessary entry with proper attestation at the 
appropriate place of the report. Past entries should not 


be corrected. 


In the rare event, if the competent authority coming to 
the conclusion that a particular adverse remark was 
‘inspired by malice or was based on patent error of fact 
and, therefore, deserve expunction, he should score off 
such a remark or paste it up or obliterate it otherwise 
and should state that he has done so and sign at the 
appropriate place indicating the date. 


Where a patent error of fact(s) or mala fide intention 
behind the remarks is fully established, the adverse 
remark(s) should be expunged otherwise not. 


(x) 


(xi) 


Hi 


Remarks recorded in the Annual Confidential Reports 
against which representation has not been filed within 
the prescribed period or, if so filed has been rejected, 
should not be expunged in spite of the fact that at some 
later date a succeeding authority has a different view. 
The succeeding Minister or officer may record his own 
remarks and get the same also placed on the personal 
file of the employee reported upon where he has a 
different view in regard to the remarks in the 
confidential report recorded by a previous Minister/Officer. ° 


(xii) 
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XV. Nature of Documents/Communications which need be placed on 7 
Personal Files 


51. Apart from the confidential reports on the work and Pb. Gov?. 
conduct of an officer/official, copies of documents/commmnications circular 


Ae specified below should also be placed on his personal file ~:— Le ay 
a _  A-60/15708, 
' dated 3rd 
May, 1960. 
(i) all orders imposing any of the penalties prescribed 
: under rule 4 of the. Punjab Civil Services (Punishment 
and Appeal) Rules, 1952 [now rule 5 of Punjab Civil 
Services (Punishment and Appeal) Rules, 1970 jor rule 3 
of the All India Services (Discipline and Appeal) Rules, 
1954, as amended from time to time ; 
(ii) all communications conveying adverse remarks ; 
(iii) those letters of appreciation which deal with the 
outstanding nature of performance of an officer/official on 
an overall assessment on his work and conduct during the 
year in the light of the remarks recorded in his 
confidential reports. 

(iv) A copy of the orders granting advance increments. i 
circular 
letter No. 
8965~ASi- 
64/5707, 
dated the 
l6th January, 

= : 1964, 

f (v) The copy/copies of the warning(s) which is/are not 

the direct outcome of annual confidential report(s) 
(excepting those emanating from Government), are not to 
be placed on the personal file without the previous 
approval of the "appointing authority." 

(vi) Copy/copies of the communcation(s) in the nature of 

advice or conveying displeasure of Government ordered to 
be placed on the personal file by the "competent 
authority" defined as under :— 
(a) Government in cases where advice given to a 
Government servant is from Government or the 
displeasure of Government is conveyed or Government 
: is the authority competent to impose the punishment 
of censure; and : 
Ab) the authority competent to hear appeals from an 
order imposing the punishment of censure, in other 
cases, except when the advice given is that of a 
higher authority in which case such higher authority 
should be the “competent authority". 
(vii) Whenever an officer has attended -an approved course of 
fi study or training in India or abroad :— ee kee 
= . (a) the fact of his having done so should be entered in letter No. 
his character roll; pr enit 


(b) the report received from the head of the institution 2nd February, 
of the aforesaid study or training should either be !963. 
placed in original on the character roll or the 
substance of it entered therein; 











24 


(c) an entry about the report submitted by the officer 
on his work should also find mention in the 
character roll if it is outstandingly good, or is of 
poor quality indicating that the officer had not made 
good use of his period of study or training. 


(viii) “Approved courses of training to include courses sponsored 
by the Government or in which the cost or a part 
thereof is borne by Government as also courses attended 
with the permission of Government or for which 
Government grant study leave. In réspect of some of 
these courses it may not be possible or necessary to obtain 
reports which could be incorporated in the character 
rolls. for instance there are part-time courses and 
referesher courses where an assessment of the candidate 
is not made. In such cases, however, entry in the 
character roll of fact of the officer/official having 
attended the course would nevertheless be useful in 
giving a more complete picture of the officer's/officials's 
experience and accomplishments. 


Pb. Govt. (ix) a copy of the warning decided to be placed on the 
circular character roll of the officer/official as a result of 


nee No. delay(s) detected by the Assessment Units. 


ASI-61/ 
7762, dated 
Ist March, 
1961. 


Pb. Govt. (x) all documents required under the instructions of the 
circular Government to be placed on the personal file of the 


letter No. officer/official concerned. 

126-ASI- : = 
64/2377, - 

. dated 17th 

January, 

1964. 


(xi) The term ‘personal file' means in this context the 
collection of periodical or annual confidential reports on 
the work and conduct of a Government employee and 
copies of orders of Punishment and appreciation letters, 
etc., that may, in accordance with the foregoing 
instructions, form a part of this collection. 


XVI. Documents which are not to be Placed on Personal File of 
the officer/official. 


Pb. Govt. 52. Copies of personal letters or certificates issued by 
circular superior officers to their subordinates or letters of commendation 
letter issued by Government in recognition of any special help that might 
Ae have been rendered by the officer on a particular occasion, e.g., 


15708, dated @ local exhibition, visit of a V.I.P., etc. 
3rd May, 1950 
53. Letters of appreciation issued by various authorities or 
persons on any major event of work done or special centribution 
made by the officer towards the implementation of a particular 
scheme or successful conclusion of special campaign. ~ 


54. Enquiry reports of the Vigilance Departments containing 
unsubstantiated allegation. 
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55. A copy of the simple warning unless the procedure Pb 
prescribed for punishment under Punjab Civil Services @inishment aaa 
and Appeal) Rules, 1970 has been fellewed. ; letter 

No. 6696- 
SI1(1)-73/ 
a 573, dated 


j 24th Januar 
1974. a 


XVII. Custody of Personal Files and Authorities Competent to 
convey Adverse Remarks in Confidential Reports. 


56. As regard general question as to which authorities should Pb. Govt. 
be competent: to receive and convey confidential reports and letter 
maintain personal files (charater rolls) of different categories of No: 2334 
Government servants, in principle, all this work should normally eae mi 
be the responsibility of the "appointing authority". However, in 3rq Ma es 
Oe i ae y» 1960. 
view of practical difficulties involved, this does not appear to be 
feasible in all cases. Therefore, without prejudice to the right of 
the ‘appointing authority! to issue any special instructions to meet 
administrative exigencies, the following procedure has been laid 


down :— 

(i) The personal files of all officers of the I.A.S. and 

P.c.S. (Executive Branch) and Non-I.A.S./P.C.S. 

(Executive Branch), Administrative Secretaries will 

remain with the Chief Secretary, except that the 

personal file of the General Manager and 

Secretary, Bhakra Dam, will continue _ to be 

4 maintained by the Secretary, Irrigation and 


} Power. 


(ii) The personal files of Additional Secretaries/Joint 
Secretaries/Heads of Departments, who are not 
members of the I.A.S./P.C.S. (Executive. Branch), 
will remain in the custody of their Administrative 
Secretaries ; ; 


(iii) The personal files of all Class I and Class II 
officers, except those covered under (i) and (ii) 
above, will temain with their Heads of Depart- 
ments. 


(iv) The personal files of non-gazetted staff wili 
remain in the custody of their Heads of 
Departments/Heads of Offices according to the 
existing practice, which may be modified, if 
circumstances so warrant at the discretion of the 
Head of Department concerred. 


(v) The authorities mentioned at (i) to (iv) above 
will receive confidential reports and convey 
adverse remarks contained therein in respect of 

} the Government employees whose personal files are 
maintained by them. — - 


57. To facilitate the assessing of an officer's worth, on 
the basis of his personal file, the good and bad remarks should 
be sidelined with red and: blue pencils, respectively while 
putting up the pérsonal files in cases of promotion, disciplinary 
action, pension, etc. 

















Punjab 
Government 
Circular 
letter No, 
2334-ASI- 
60/15708, 
dated 3rd 
May, 1960 


Punjab 
Government 
Circular 
letter No. 
1485-AST- 
61/1762, 
dated Ist 
March, 
1961. 


Punjab 
Government 
Circular 
letter No. 
2334-ASI- 
60/15708, 
dated 3rd 
May, 1960 


Pb. Govt. 
Circular 
letter No. 
2234-ASI- 
60/15708, 
dated the 
3rd May, 
1960. 


Pb. Govt. 
Circular 
letter * 

No. 3778- 
SII(1)-71/ 
17239, dated 
Sth July, 
1971. 

No. 3498- 
ASI-66, 
dated 2nd 
April, 1966 
and No. 15/ 
8/2000-I1PPT/ 
9216, dated 
18th bine, 
2001, 


Overall Assessment :— 
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XVIII. Index to personal files: 


58. Very often annual confidential reports are not written 
promptly by the recording authorities, nor is due importance 
attached to the proper maintenance of personal files, . which 
are a valuable service record of Government employées. 
To remedy this state of affairs, an index _in- the attached 
Proforma (Annexure D) should form part of each personal file 
and entries therein be completed before any new documents are 
filed. To ensure proper upkeep of personal files, the appointing 
authorities/Heads of Departments/Heads of Offices may have the 
personal files in their own coustody and those in the custody of 
their subordinate offices inspected by a responsible officer 


once every year between the months of July and September. 
59. Where the persona] file is in the shape of a bound 
register, it is not necessary to prepare an Index to it. 


XIX Summary to personal files. 


60. A summary in the attached Proforma (Annexure E) 
should form part of each personal file to facilitate the judging 
of relative merits of officers by the competent authorities 
making appointments, promotions, etc. To facilitate this task, 
the grading should be done by the reporting officers. A column 
for ‘overall assessment' should be prepared in the form so that 


the year's work is assessed and graded in the recognised 
categories, namely, 'A plus' (outstanding); 'A' (Very good), 
'B plus' (good); 'B' (Average and 'C' (below average). 


ANNEXURE "A" 


CONFIDENTIAL REPORTS ON THE WORK OF THE OFFICERS/ 
OFFICIALS DEPARTMENT FOR THE YEAR 7 


Name :— 


Designation :— 


‘Period spent in the post :— 


Remarks :— 
Defects, if any :— 


["A pilus" (outstanding); ‘A' 
'B' (Average) and 'C' 


(very good), 'B (good); 


(below average)]. 


plus? 


Remarks by the Commissioners/Deputy Commissioners & S.D.Os. 
(Civil) in respect of the departmental officers at divisional, 





we 
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'B' (Average) and 'C' (below average)]. 





district and sub-divisional level, respectively :— Pb. Govt. 
Circular 
(i) Reputation for honesty ; Riatt oe 
2511-76, 
dated 13th 
= October, 
a 1976. 
(ii) Relationship with public ; (11) 12078- 
2GS-76/ 
5473, dated 
Sth Febru- 
‘ary, 1977. 
(iii) Implementation of development schemes, policies of (it1) No.15/ 
the /Government (including Family Planning 7/78-2PP/ 
Programmes) and performance in the Small Saving 9027, dated 
Schemes ; and : ee 
eptember, 
1979. 
(iv) Performance of the Departmental officers at district (iv) 15/16/ 
level put on Election duty in connection with Lok Ba : aa 
, Gate 
Sabha Elections. the sth 
December, 
1979. 
ANNEXURE .'B' 
CONFIDENTIAL REPORT OF THE WORK AND CONDUCT OF CLASS 
IV STAFF FOR THE YEAR— 

1. Name :— Pb. Govt. 
-! Circular — 
2. Post held :— en 

. -ASI-65/ 

3. Date of birth :— 27821, 

ae dated 10th 

4. Scale of pay :— a oe 

5. Educational qualifications :— and 

6. Branch to which/officer to whom attached :— : HS he 

7. Can he read and write Punjabi/Hindi/English :— ‘No. 15/8/ 

8. Observation on :— | 9900-IPPI/ 

pee 3 9216, dated 

(4) Intelligénce :~— 18th June, 
\ 2001 
(ii) Amenability to discipline :— 
(iif) Honesty and Integrity :— 
(iv) Punctuality :— 
(v) Devotion to duty :— ; 
9. Is he fit for promotion to the grade of Jamadar/Daftry/ 
_ Record Lifter etc. 
' 10. Are you prepared to retain him under you ? 
11. Any other remarks :— 
12. Overall Assessment :— 
['A plus' (outstanding); 'A'. (very good), 'B plus'- (good); 


Signature of Reporting Offjcer. 
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ANNEXURE '!C' 


Name of the Department 








Sub-Divisional a 
level posts, reports of 

whose incumbents 

are to be written - 

by the Sub- 

Divisional Officer 

(Civil) 





District level 
Posts, reports 
of whose 
incumbents are 
tobe written by 
the Deputy 
Commissioner 


Divisional level 
Posts, reports in 
respect of whose 
incumbents are 
to be written by 
Commissioner 
















Name Name 





Name 













No. of of 
Division | District Sub- 
; Division 





N.B.—To keep this list up to date the department concerned 


should ensure that - any addition or deletion in the list is 
intimated to the concerned Commissioner/D.C./S.D.0.(C). 
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ANNEXURE 'D" 
DEPARTMENT OF 





Index to Annual Confidential Report and other Documents. pleced- 
in the Personal File (Character Roll) of 


















































Sr.|Date on Nature of Page Nos. | Signature, | Remarks 
document of the date and 
placed on | placed documents designa- 
personal showing filed tion of 
file period to attesting 
which it authority 
relates of the 


entry 


N.B.—(1) The Index Form should be printed on both sides of a 
thick coloured folder. 


(2) .Each Index Sheet should have a printed Serial No. 
embossed in print in the right and top corner. 


(3) Printed Index Sheets are available from the Controller, 
Printing and Stationery, Punjab, Chandigarh. 


(4) Proper account of Index Sheet should be maintained 
by each office. 
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ANNEXURE 'E ' 


(1) Name of the Officer with an indication of the service to 
which he belongs 


(2) Date of entry into the service, Sa 


















Name (s) Whether the report 











Post ( 3) 







Period 






cover- | held with is, on the whole 

ed by designa- eutstanding, very 

the tion (s) good, good, satis- 2 

report ef the factory or poor i 
report- : = _§ 
ing & 







officer (s) 








a a ET CS TR ne, Se ee 
ANNEXURE 'F' 


Punjab Government instructions issued from time to 
time on the subject of Annual Confidential Reports 
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INDEX 
SS Ee SE eee 
Sr. Number and date Brief subject Page 
No. of Punjab Govern- ‘ No. 
‘ment Circular : 
letter gt 
1 2 3 4 
SS ES ee ee 
1  14102-G-1-57/ Relationship between 
22998, dated the Deputy Com- 
15th November, missioners and the 
1957 Departmental Officers 


in the District-- 
Writing of Annual 
Confidential Reports 


i of District Officers 40 
2 10542-GIII-59/ Ditto 
26741, dated ~ 
the 17th December, 
1959 40 
3  2334-ASI-60/ Procedure for record- 
15708, dated ing of Confidential 
the 3rd May, Reports 40--58 
1960 
4  3482-ASI-61/ Relationship between 
25298, dated the Commissioners/ 
lith July, Deputy Commis- ; = 
1961 sioners and Divi- 
sional Officers/ 
District Officers in 
Divisions/District-- 
Adverse remarks 
recorded by them 
are to be conveyed 
5 472-ASI-64/ Confidential Re- 
11586, dated — ports—Issue of 
9th April, letters of appre- 
1964 ciation 
6. 5582-ASI-64/ Relationship between 
24104, dated _ the Commissioners 
15th July, and Divisional 
1964 . Officers in 3 
Divisions—Writing 
of Annual Confi- 
dential Reports of 
- District Officers 
7 3270-ASI-65/ Confidential Re- 
11454, dated ports-—-Issue of 
3rd April, appreciation letters 
1965 : 
8 7814-ASI-65/ Writing of confiden- 
27821, dated tial reports on 
10th August, Class IV Govern- 


1965 ment employees. 














1 2 5} 4 
9 10250--ASI-65/ Confidential Reports— 
40176, dated Time limit for 
an 15th December, making representa- 
1965 tions against adverse 
remarks 63-64 
10 3498-ASI-66,,. Confidential Reports— 
dated the Consolidated instruc- 
2nd April, tions regarding 
1966 IInd amendment 
of 1963—Overall 
assessment 64-65 
11 3681-ASI-66, Confidential Reports 
dated the on the work of 
13th’ May, Liaison Officers of 
1966 Departments posted : 
at Delhi -65 
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Copy of letter No. 14102-G-I-57/22998, dated 15th November; 
1957, from the Chief Secretary to Government, Punjab to all 
Heads of Departments, etc., etc. 


Subject.—Relationship between the Deputy Commissioners and the 
. Departmental Officers in the District. 


I am directed to address you on the subject noted above 
and to say that after considering the question very carefully 
Government have decided that as far as relationship between the 


Deputy Commissioners and the Departmental Officers in the 


District is concerned,’ the Deputy Commissioner would -be a 
co-ordinator and he will have authority to call for advice and 
assistance from all Departmental Officers posted in his District. 
Morevoer, he will also be competent to write the annual 
confidential reports of District Officers of the other Departments 
posted in his district, but his remarks would be _ confined 
merely to— . 


(i) reputation for honesty; and 


(ii) relationship with public. 


So for as Police Officers are concerned, it has, however, 
been decided that no change is necessary in the present rules 
and procedure. 


Copy of letter No. 10542-GIII-59/26741, dated the 17th December, 
1959, from the Chief Secretary to Government, Punjab, Chandigarh, 
to all Heads of Departments, etc. etc. 


Subject.— Relationship between the Commissioners/Deputy Commis- 
sioners and Divisional Officer/District Officers in 
Divisions/Districts. ‘ 


é 


I am directed to refer to the instructions contained in. 


Punjab Government letter No. 14102-GI-57/22998, dated the 15th 
November, 1957 and No. 9180-GIII-59/22659, dated the 20th 
November, 1959, regarding the relationship between Deputy 
Commissioners and Departmental Officers in the district and to 
state that after careful consideration, Government have decided 
that these instructions should apply mutatis mutandis to the 
Commissioners of Divisions vis-a-vis Divisional Heads’ of 
Departments. I am also to state that besides recording remarks 
with regard to (i) reputation for honesty and (ii) relationship 
with public, of district and divisional officers of various 
departments, the Commissioners and Deputy Commissioner will 
also record remarks in regard to their work in the matter of 
implementing development schemes and policy of Government. 


Copy of Punjab Government Circular letter No. 2334-ASI-60/15708, 
dated 3rd May, 1960, from the Chief Secretary to Government, 
Punjab, to all Heads of Departments etc. etc. 


Subject. —Confidential Reports. 


I am directed to invite attention to Punjab Government 
Circular letter No. 15851-GI-56/1643, datec. the 28th January, 
1957, on the subject of confidential reports, and to point out 
that since its issue a number of further instructions on the 
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subject have been sent to you. It “seems suitable, therefore, to 
issue a consolidated revised ‘circular and this letter embodies 
all instructions on the subject brought uptodate. 


2. The need for regular and punctual recording of reports in 
personal files.--It is essential that all officers write their 
reports in the personal files of their subordinates regularly and 
punctually. Not only should every official, whether gazetted or 
non-gazetted, except Class IV Government servants,, possess a 
personal file or character roll, but it should be kept up-to-date 
and not allowed to remain without remarks for over a period of 
12 months, otherwise its utility as a confidential record 
disappears. When an official is placed under suspension as a 
result of disciplinary proceedigns, the fact should be recorded 
in the personal file. Similarly, the final result of the 


disciplinary proceedings should also be duly recorded. As: 


during the period of suspension an officer frequently has no 
immediate superior, there tend to be gaps in Personal Files, 
and it is the responsibility of the authority which keeps the 
file to ensure that entries regarding such periods are 
invariably made. It must be remembered that the personal file of 
an official is used for various purposes, e.g., promotion, 
punishment, appeals, memorials or in dealing with the question 
whether his service is approved for the purpose of full pension. 
If, therefore, it is not carefully maintained it is robbed of 
much of its value. Indeed, the very purpose for which it is 
maintained will be defeated. There are diferent instructions in 
different departments regarding the dates on which confidential 
remarks are to be recorded and the frequency of these remarks. 
In some cases, confidential reports’ are written twice a year and 
in others once a year. Whatever the frequency laid down, it is 
necessary that this should be adhered to rigidly and the 


reports recorded on or by the due dates..A certificate should be — 


furnished by all Heads of Departments to the Administrative 
Secretaries concerned within one month to show that all 
confidential reports have been recorded in their respective 
departments by the due date. 


Note.--The confidential reports should be recorded without delay. 
Further in the event of heavy delay occurring in isolated 
cases, it should be possible for the higher authorities to 
discount to the extent necessary such reports as had 
been writen after a lapse of a very long period and as 
wer attended with suspicious features on one ground or 
another. The assessment of the record as a whole of the 
officer concerned would thus not be affected unduly by 
such a report. 


3. What the reports should contain.--Forms have been pres- 
cribed by different departments for ‘different officers but it is 
not possible for Government to prescribe any standard form for 
all departments on which reports should be recorded. While, 
therefore, every department is free to obtain the reports in 
forms which may have been laid down or. which it may consider 
most suitable, it is felt that the balance of advantage would 
definitely be in favour of prescribing a sample form (specimen 
enclosed as Annexure C) instead of providing a multiplicity of 


columns and items on which assessment is to be made. Too” 


elaborate and lengthy a form would only lead to complications. 
: a 
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Generally speaking, the reporting officer should state whether 
the officer or official concerned has been able satisfactorily to 
discharge the duties of his office. It should also be stated 
whether the person is able, conscientious and hardworking and 
the degree of his qualities in these directions should | be 
indicated. If the officer or official reported on has to control an 
establishment under him, it should be stated whether he is 
capable of supervising their work and whether his relations 
with his subordinates are satisfactory. It is. important to 
mention whether the officer or official is punctual and /has 
.maintained discipline. It should also be stated (if he comes 
into contact with the public) whether he is accessible and Hears 
and deals with complaints properly and is also courteous in his 
behaviour. In the case of touring officers, it should be stated 
whether their touring is systematic and adequate. The report 
should also specifically bring out any defects, remediable or 
otherwise, so that a complete picture of the official's work 
including the favourable and unfavourable points is available. 
If any particular incident has occurred during the period under 
report which shows up the officer in good or bad light, this 
should be mentioned. Letters of appreciation issued by various 
authorities or persons and any major event of work done or 
special contribution made by the officer towards implementation 


of a particular scheme or successful conclusion of a special 


“campaign will naturally be taken into consideration by the 
reporting authority while recording the annual, remarks on the 
work of the officer if he considers them relevant in an annual 
assessment of the officer's work. ’ 


Explanatory Notes : 
(i) Some reporting officers tend to make mention of very 


slight defects in a subordinate. Government is of the 
view that very slight defects should. be brought to an 


officer's notice verbally in the way of advice and 


guidance and need not find mention in annual 
confidential report unless they are of a type which 
have been more than once brought to the subordinate's 
attention but which he nevertheless persists in. 
Likewise, remediable defects should also be pointed out 
during the year so that the official concerned may 
make an effort to improve and to remove those defects. 


(ii) Quite often it is more convenient to get an overall 
assessment of an officer by pointing out some defects 

‘ against one of the other columns in relationship to 
remarks made regarding his work with reference to 
that column. It is not the intention that all defects 
should be enumerated against the column 'Defects, if 
any, if their mention against some other column 
permits a more rounded and balanced judgment of the 
officer. In these circumStances it is better to mention 
the defects against the column _ where . they seem 
relevant and merely state against the column "Defects, 
if any" the fact that these have been pointed out 
already. : 


(iii) Generally agaisnt the column "Defects, if any", should 
be mentioned any significant general or particular 
defect in the subordinate which is part of his method 
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of work or manner, personality or reputation and 
minor matters can. either be ignored or dealt with as 
indicated in note (i) above. 


(iv) Where a pending enquiry finds mention in the confi- 
dential report of an officer, it is incumbent upon the 
authority maintaining the personal file of that officer 
to ensure that the result of the enquiry is also 
recorded in the personal file. 


(v) Normally the reporting authorities should give their 
remarks in the confidnetial reprots on the basis of 
their personal knowledge or assessment. There can, 
however, be occasions when a _ reporting authority 
receives complaints against an officer. It will not be 
appropriate for a reporting authority to make mention 
of such complaints in the confidential reprots without 
trying to sift the truth. In such a case he should 
give an indication whether he believes the complaints 
to be true or false or that it is premature for him to 
form a definite opinion. 


4. Report regarding integrity.--A special mention should 
invariably be made regarding the integrity of the officer to 
which Government attached the greatest importance. It should be 
clearly stated if the officer is suspected of corruption or is 
believed to be corrupt and this opinion should generally be 
fortified by reasons, which may be in the possession of the 
reporting officer. Any ill-considered remarks in this respect may 
do a lot of mischief and harm. On the other hand, the reporting 


officer must be quite honest and frank and discuss an officer's 


worth from the point of view of his integrity openly and frankly in the 
column "Defects, if any" or elsewhere. Government observe that 
reporting officers are still following the practice of making 
non-committal remarks like no complaints. Governemnt view this 
with disfavour and desiré that the practice of making non- 
committal entries in the column relating to integrity should 
cease. Reporting officers should give a definite opinion on the 
integrity of their subordinates while writing their confidential 
reports. Further, instances have come to the notice of 
Government in which even though, officers are being proceeded 
against for serious forms of corruption their confidential 
reports for the same periods certify their integrity to be good. 
It is felt that contradictions of this type arise only because 
reporting officers are failing in their duty to make entries 
in the column relating to integrity forthrightly and without 
hestitation. In case an officer has been given a good report for 
integrity which is latter ._proved to be wrong, the reporting 
officer will run the risk of earning Government displeasure. 
Ordinarily, the inference would be that either he did not 
exercise proper supervision or he was in dishonest collusion 
with his subordinate. The intention of Government is that the 
truth about subordinate should be known to reporting officer 
and brought to the notice of higher authorities. This would not, 
however, justify the entering of ill-considered remarks based on 
inadequate observation. 
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5. Writing of Annual Confidential Reports on the Secretaries 


Joint Secretaries, Heads of Departments, and other Officers, working 


under the State Government.--(i) The Administrative Secretaries to 
Government will write confidential reports on the Additinal 
Secretaries, Joint Secretaries. Deputy Secretaries and Heads of 
Departments, included in their sphere of work. If- the work of a 
Deputy Secretary or below passes through the Additional 
Secretary or Joint Secretary, 
Deputy Secretary or other officer concerned will be initiated by 
the Additional Secretary/Joint Secretary as the case may be, 
and will thereafter be put up to the. Administrative Secretary 
for his .remarks. In regard to Heads of Departments the 
Secretary will write the initial remarks though if much work 
has seen by an Additional or Joint Secretary, the former will 
consult him before doing so. 


2 The Confidential Reports on the work and conduct of the 
Inspector-General ef Police will. be initiated by the Home 
Secretary if he is of the rank of Commissioner. Thereafter, it 
will be recorded by the Chief Secretary, Minister-in-Charge of 
Home. (Police) Department and the Chief Minister. In case, the 
Home Secretary is not of the rank of Commissioner, the 
Confidential Reportof the Inspector-General of Police will be 
initiated by the Chief Secretary, who will consult the Home 
Secretary, informally or otherwise, before recording his 
remarks. Thereafter, the remarks will be recorded by the Home 
Minister and the Chief Minister. 


(ii) The Minister-in-charge will be the recording 
authority in respect of Secretaries to Government. 
(iii) The Minister-in-charge will be the accepting 


authority in regard to Additional Secretaries, Joint Secretaries, 
Deputy Secretaries and Heads of Departments. In the case of 
‘other officers, the Minister-in-charge would normally be neither 
a recording nor an accpeting authority. He would be competent, 
however, in any particular case, if he so chooses to send for 
the personal file of an officer and record such remarks therein 
as he considers should be made on the basis of his personal 
knowledge. 


the 
in the 


same rights 
confidential 


(iv) A Deputy Minister will have 
regarding recording/accepting of remarks 
reports as the Minsiter-in-charge. 


Explanatory Note.—A Minister or a Deputy of the Chief 
Parliamentary Secretary who has quit office, will not be 
competent to record remarks inthe confidential reports of officers 
working in the Departments, which worked under him or on his 
personal staff. The reports of the officers for whom the 
Ministers or Deputy Minsiters are the only reporting authority, 
shall be recorded by the Chief Minister. 


6. Number-of Reporting Officers and powers of Administrative 
Secretaries to record remarks in the Confidential Reports on the 
staff under the Heads of Departments.--The work and conduct of 
an officer working*under a Head of Department, whether in the 
office or in the field, should be reported on by at least two 
officers. Thus, reports which are initiated by the Head of 


the report on the work of the . 
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Department himself should be put up to the Administrative 
Secretary for the recording of his remarks. 


Explanatory Note.--These instructions do not apply to 
categories of Governemnt servants such as clerks, stenographers 
drivers, etc., who exclusively work under one officer. 


7. Minimum period for which a Reporting Officer should have 
seen the work of a subordinate before recording remarks on him.--In 
future no reporting officer should record his remarks in 
Confidential Reports of an oficer under him unless he has seen 
his work and conduct for at least three months. If the officer 
has. served under the reporting authority for less than three 
months, the opinion of the officer udner whom he has previously 
served at least three months should be obtained. 


Explanatory Notes.--(i) A reporting officer while recording 
annual remarks may request. his predecessor who has seen the 
work of the subordinate concerned for a period of more than 3 
months to record his remarks but these later remarks should be 
submitted by the recording officer direct to the next higher 
authority who before adding his own remarks will take both 
sets of remarks, that is, those recorded by the present 
reporting officer as well as those recorded by his predecessor, 
into consideration. 


(ii) In the case of a subordinate whose work has been 
seen by the reporting officer for a period of less than six 
months in the year ‘(and of course more than 3 months), if 
there is another officer who has seen the work for more than 
six months during the same year, the latter must invariably be 
called upon to record his remaks and submit them direct to the 
next higher authority before the present superior records his 
own remarks. 


(iii) The period of three months referred to in this para- 


graph means the period for which the reporting authority has 
actually seen the owrk of the officer/official reported on. 
Besides regular leave (causal leave is treated as duty), the 


period of suspension when a Government servant does not attend 
to his duties is not to be counted in calculating this period, 
nor the leave and suspension periods of the reporting authority, 
if any, when it does not see the work of the subordinate. 


8. Recording of remarks on the occasion of relinquishment of 
charge by Reporting Authority.--(i) An officer may, if he had not 
done so previously within six months, record remaks for the 
confidential files of officers subordinate to him within six 
months of his relinquishing the charge of his post. 


(ii) In consequence of change of portfolios, a Minsiter or 
a Deputy Minsiter or the Chief Parliamentary Secretary may also 
if he had not done so previously within six months, record 
remarks on the confidential files of officers subordinate to him 
within six months of his relinquishing the charge of his 
previous portfolio. 
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Explanatory Notes.-- (i) If an officer wishes to record his 
remarks either on account of his own transfer or because of the 
transfer of the subordinate in the middle of the year, there is 
no objection to his doing so and he may be ‘supplied blank 
forms for the purpose if he asks for them but these remarks 
should not be taken into consideration for any purpose 
whatsoever, except at the end of the year, or other reporting 
period prescribed. Such a report will, however, be processed in 
the same manner as other normal reports. 


(iij An officer under 
record confidential reports 
subordinates. 


suspension is not 
on the work of his 


competent to 
his previous 


S$. Issue of letters of appreciation.--The practice of recog- 
nising the good work of an officer by a letter of appreciation 
is sound and should be adopted by all departments. It is 
important that such _ letters should not be issued indiscriminately 
but this should be sent in really deserving cases to encourage 
good work and at the end of the prescribed reporting period, on 
an overall assessment of the officer's whole work during the 
period. The criterion for granting such commendatory letters 
should be based on a record of exceptionally good work and not 
merely on the performance of routine duties with more than 
average ability andindustry; and since commendation will lose 
much of its value if it is too easily won, it is essential that 
the greatest care should be taken to limit the number of 
commendatory letters and to grant them only in cases really 
deserving of notice. 


At least two authorities when 
should make 


Explanatory Notes.--(i) (a) 
there are two or more such competent authorities, 
the recommendation in clear terms; and 


(b) the work proposed for commendation should be clearly 
indicated. 


(ii) The intention is that, as a rule, such letters of 
appreciation ‘should where necessary, be issued by the appoin- 
ting authority or at least by the authority competent to receive 
confidential reports, convey adverse remarks and maintain the 
personal file of the officer concerned as defined in paragraph 
17 and not by officers lower than that. Officers below the level 
of the authority competent to maintain the personal file of the 
officer concerned are not competent to issue letters of 
appreciation or commendation on the basis of generally good 
work done over a period of time. Their remarks in respect of 
generally good work done by subordinates should appropriately 
be recorded in annual confidential reports. 


(iii) Occasions do arise when an executive officer in the 
field feels the need of encouraging his subordinates by issuing 
them letters of commendation particularly after good work done 
in connection with some specific incident, e.g-, flood relief, 
locusts, visit of some V.I.P. etc., and itis not the intention of 
Govern~™ent to place this method of 2xtracting good work out of 
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the subordiante beyond the reach of executive officers in the 
field. In such cases letters of appreciation may be issued even 
by officers lower than the ‘appointing authority the authority 
competent to receive confidential reports, convey adverse remarks 
and maintain personal file. Such letters will not, however, be 
placed on personal files and should be issued very sparingly. 


10. Communication of adverse remarks.--Attention is invited 
to paragraph 7 of Punjab Governemnt Consolidated Circular 
No. 1 which is reproduced below :-- 


"The attention of Government of India having been 
directed to the diversity of procedure followed in 
different provinces in regard to the communication 
to subordinate officers in- civil employ of unfavour- 
able remarks made by their superiorsin annual or 
other reports of a periodical nature, the Governor- 
General in Council has, with the approval of the 
Secretary of State, laid down the following general 
principles to which effect has to.be givenin all 
departments in all provinces :-- 


(a) when report is built up on the individual 
opinions as noted of different departmental 
superiors in gradation it is only the opinion as 
accepted by the highest authority which need be 
considerted from the point of communication; 


(b) an officer should not at any time be kept 
ignorant of reporting officer's opinion where his 
service is not considered satisfactory; criticism 
should be communicated : promptly and _ should 
indicate in suitable language the nature of the 
defects in question; 


(c) the practice of discriminating between a remedi- 
able and irremediable defects should be 
abandoned as far as practicable, except that a 
certain degree of discretion should be regarded 
as permissible in communicating reported 
defects of an irremediable nature. For instance, 
it might do more harm than gpgod:to inform 
an officer year after year that his brains are 
below average or that he is unduly sensitive; 


(d) the reporting officer should specifically state 
whether the ,defects reported have already been 
brought in any other communication to the 
notice of the officer concerned; 


(e) remarks in cases in which the Government or 
head of a department or other officer suspends 
judgment should not be communicated; 


(f) great attention should be paid to the'’-manner 
and method of communication in order to ensure 
that the advice .given or the warning or censure 
administered; whether orally or in. writing, 
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shall having regara to the temperament of the 
officer concerned, be most beneficial to him; 
and 


(g) any remarks on an. officer's report which show 
that he has taken steps to remedy defects to 
which his attention has been drawn in a 
previous year, should be communicated to him 
so that he may know that his efforts to improve 
have not passed unnoticed. 


The above instructions should continue to be followed 
with the modification that adverse remarks in all cases should 
be communicated. Further the existing practice of conveying only 
adverse remarks is rather discouraging and leaves the officer 
concerned guessing as to the general total Purport of his 
report. To avoid anxiety on this account Government have also 
decided to let the officer know briefly (in a sentence or part- 
sentence) the general total impression of his report. For 
example, it could be said, 'while your work has been assessed 
as of agood standard of efficiency and competence, it has been 
pointed that you tend to delay cases; or though. your work is 
generally assessed as out satisfactory during the year, you 
show a communal tendency which is brought to your notice for 
correction'; or, ‘while you are a hard working officer you 
sometimes lose your temper in dealings with the public’. 


Explanatory Notes. -- 


(i) It is not the intention that even those adverse remarks 
which have been washed out by the remarks of some 
superior authority including Ministers should be 
conveyed. The correct position is that only the 
adverse remarks recorded or endorsed by the highest 
authority reporting ,on an officer should be communi- 
cated. Where, however, an adverse remark has not 
been specifically denied by a higher authority, it 
should be conveyed. It is, however open to that 
authority to decide that any adverse remarks need 
not be communicated. Where it is so decided, a 
specific order to this effect should be recorded. 
The criterion for such a decision should be based on 
paragraph 7(c) of: Punjab Government Consolidated 
Circular No. 1 reproduced above. 


(ii) The reporting officer, while mentioning any defects 
in the report, should as far as possible also give 
indication of what efforts have been made by way of 
guidance, admonition, -etc., to get the defects 
removed and with what results. 


(iii) It has been noticed that instructions that adverse 
remarks in all cases should be communicated to the 
officer are not being stricly observed with the result 
that officers are deprived of the right of represen- 
tation. It has, therefore, been decided that all 
departments should make it a regular form of 
routine discipline and procedure to invariably 
convey adverse remarks to the officer concerned. All 
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competent authorities should make an _ occasional 
check of confidential reports entrusted to their 
custody in order to ensure that adverse remarks are 
in fact conveyed to the officers concerned. No notice 
should be taken in future of adverse remaks if they 
have not been conveyed. Where a competent authority 
dces not convey adverse remarks to the officer 
concerned, the © omission will be treated as 
discriminatory action on its part and due notice 
will be taken of it. In regard to past entries in the 
personal files, any adverse remarks that have not 
been conveyed or shown, except those not conveyed 
or shown when Government's practice of conveying 
adverse remarks was not as strict as it is now, 
shall also not be taken into consideration. 


Although it was provided in Punjab Government 
circular letter No. 9026-G-51/16544, dated the 4th 
December, 1951, that an officer should not be kept 
in the dark about reporting officer's opinion where 
his service was not considered satisfactory and that 
criticism should be communicated promptly, yet all 
Departments do not invariably convey adverse 
remarks to the officers concerned. Fresh instructions 
were issued in Punjab Government letter No. 3916- 
GI-57/9867, dated the 5th June, 1957 that all 
adverse remarks should be conveyed. The practice of 
conveying adverse remarks can, therefore, be said 
to have become strict only on receipt of the letter, 
dated the 5th June, 1957. The uncommunicated 
adverse remarks relating to the previous. period, 
however, need not be communicated now. 


(iv) The highest reporting authority should be consulted 
at the time of communication of any adverse remarks 
if at the time of writing the report his views were 
not by any chance recorded therein. 


(v) Except to the extent: indicated above, confidential 
reports are not to be communicated or shown to the 
officer concerned. 


(vi) While communicating the adverse remarks to the 


Government servants the identity of the superior 
officer making such remarks should not normally be 
disclosed. If however, in a particular case, it is 
considered necessary to disclose the identity of the 
superior officer, the authority dealing with the 
representation may at his discretion allow the 
identity to be communicated. =¥ 


11. Representations against adverse remarks. —Government 
have noticed a strong tendency among officers/officials at all 
levels not to take adverse remarks in the spirit in which they 
are intended and as part of the normal incidents of a whole 
career of service but to indulge in all kinds of pressure to get 
such remarks expunged. Such tendency produces ill-effects in 
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regard to the recording of remarks, without fear or favour, by 
reporting officers, and such Practice must be strictly and firmly 
discourged and eliminated, if possible. It is often forgotten 
that the primary Purpose of maintaining a record of annual 
remarks in regardto an officer's work is to accumulate over a 
period of years a varied assessment regarding the performance, 
character, ability and integrity of the officer in discharging 
the responsibilities to which he is called. This record is meant 
to enable Government to assess the total worth of an individual 
officer with a view to utilising him in the best way possible 
for the public service. Primarily, therefore, the ‘record of an 
officer is a document internal to Government to be utilised for 
‘promotions, postings, transfers, encouragement, caution, etc..' 
This main purpose of the record must, therefore, be borne in 
mind, namely, that it is a cumulative assessment of an officer's 
worth to be utilised for Government purposes and for public ends 
and it is only incidentally a means of bringing to the officer's 
notice defects which he should consciously endeavour to remedy. 
Ordinarily, therefore, departments should not enter into any 
controversy with officers in the matter of adverse remarks 
communicated to them on the basis of their confidential reports. 
Occasionally, however, cases arise where the adverse remarks 
are not made bona fide, or are based on a patent error of 
fact. An examination of the representations is, therefore, called 
for, and these should not be turned down automatically. Where 
the preliminary examination of the representation does not prima 
facie establish that the adverse remarks are mala fide or based 


on a patent error of fact, there should be no hesitation in 


disposing of the representation on the basis of the general 
policy referred to above. Where, however, it appears prima 
facie that the remarks are not bona fide or that these are 
based on a clear error of fact, ‘the representation should be 
examined on merits. If as a result, it is found that the adverse 
remarks were not justified, after obtaining the orders of the 
highest administrative authority, a note should be recorded on 
the confidential report expunging the remarks and the officer 
concerned should be informed of the action taken. The reporting 
officer may also be informed and suitably warned where mala 
fide intent is indicated. Recourse to expunction of remarks may 
be had only in cases of exceptional character after observing 
the procedure laid down above. There may also be border line 
cases in which there may be some substance in the adverse 
remarks conveyed to the officer and also some justification for 
the representation made by the officer against the adverse 
remarks. In such cases, the proper course to adopt would be to 
place the representation on the personal file after obtaining the 
orders of the hightest administrative authority. 


Explanatory Notes :— 


(i) Before passing final orders on a representation 
agaisnt adverse remarks, .the comments of the 
reporting authority/authorities should invariably be 
obtained. 


(ii) If a representation is made by any officer against 
the remarks communicated to him such representation 
should be brought to the notice of the highest 
administrative authority and his order should be 


if 
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obtained. It would be very undesirable that an 
officer against whose adverse remarks representations 
are submitted should himself dispose of such 
representations. 


The intention is that both for purposes of rejection 
and acceptance of representations against adverse 
remarks, there should be one authority and it should 
be the highest administrative authority. 


The 'highest administrative- authority’ means 'the appoint 
.ing authority' or the authority to whom representation 
against the punishment of censure lies under the 
existing rules of the department concerned for a 
particular officer, whichever is higher. If such 
authority is himself the authority whose adverse 
remarks are communicated, the term "highest adminis- 
trative authority’ should mean the next higher 
authority. 


For members of the All India Services, serving under the 
Punjab Government, the "highest administrative 
authority' will mean the State Government. 


12. Time limit for filing representation against the adverse 
remarks and the authorities to whom the representations are to be 
addressed.—({i) As stated above, Government. do not encourage 
representations against adverse remarks. But if a representation is 


made it should not be entertained unless it is received within three 
months from the date of the letter communicating adverse remarks to. 


the officer/official concerned. Goverment wish to make it clear 
that this time-limit should be followed rigidly and that the 
time-barred representations should be rejected. It is dangerous 
to allow officers to go on putting up representations whenever 
they think the situation is favourable to them, and post facto 
attempts to clean up personal files must be resisted. 


(ii) The representation against adverse remarks may be 
addressed direct to the authority conveying the adverse 
remarks. : 

Remarks recorded in the Annual Confidential Reports 
against which representation has not been filed within the 
prescribed period or, if so filed, has been rejected, should not 
be expunged in spite of the fact that at some later date a 
succeeding authority has a different view. The succeeding 
Minsiter or officer may record his own remarks and get the 
same also placed on the personal file of the employee reported 
upon where he has a different view in regard to the remarks in 
the Confidential Report recorded by a previous Minsiter/Officer. 


Explanatory Note :— 
In the case of officers posted in Lahaul and Spiti on 


account of difficult communications the time-limit for submitting 
representations against adverse remarks will be eight months. 


13. Nature of documents/communications which need be placed 
on personal files.—(i) Besides the confidential reports on the 








No. 12241- 
GI-58/1860, 
dated 21st 
January, 
1959. 


No. 59-ASI- 
62/5649, 
dated 17th 
February, 
1962. 


No. 5515- 
ASI-61/ 
25297, 
dated 11th 
July, 1961. 


No. 3871- 
STI-(5)/68/ 
14567, dated 
24th May, 
1968. 


No. 279-ASI- 
63/4655, 
dated 2nd 
February, 
1963. 





No. 8965- 
ASI-64/ 
35707, 
dated 16th 
January, 
1964. 


No. 279- 
ASI-63/4655, 
dated 2nd 
February, 
1963. 


52 


work and conduct of an officer, copies of documents/communica- 
tions specified below should also be specified on the personal 


files-- 
(a) 


(b) 
(c) 


(d) 


all orders imposing any of the penalties prescribed 
under Rule 4 of the Punjab Civil Services (Punish- 
ment and Appeal)» Rules, 1952 [now rule 5 of Punjab 
Civil Services (Punishment and Appeal) Rules, 1970] 
or rule 3 of the All India Services (Discipline and 
Appeal) Rules, 1954, as amended from time to time; 


all communications conveying adverse remarks; 


those letters of appreciation which deal with the 
outstanding nature of performance of an officer on 
an overall assessment on his work and conduct 
during the year in the light of the remarks 
recorded in his confidential reports. 


A copy of the orders granting advance increments. 


(ii) As regards warnings which are, not the direct out- 
come of annual confidential reports (excepting those emanating 
from Government), these shall not be placed on the personal 
files without the previous approval of the 'appointing authority', 


(iii) 


In regard to other communications of the nature of 


advice or conveying displeasure of Government orders of the 
competent authority whether or not a copy should be placed in 
the personal file should be obtained in each individual case. 
"Competent authority" referred to above will be— 


(a) 


(b) 


(iv) 


Government in case where adivce given to a 
Government servant is from Government or _ the 
displeasure of Government is conveyed or Govern- 


ment is the authority competent to impose the - 


punishment of censure; and 


the authority competent to hear appeals from an 
order imposing the punishment of censure, in other 
cases, except when the advice given is that of a 
higher authority in which case such higher 
authority should be the "competent authority". 


Whenever an officer has attended an approved 


course of study or tranining in India or abroad— 


(a) 


(b) 


the fact of his having done so should be entered in 
his character roll; 


the report received from the head of the institution 
of the aforesaid study or training should either be 
placed in original with the character roll or the 
substance of it entered therein; 
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(c) an entry about the report submitted by the officer 
on his work should also find mention in the 
character roll if it is outstandingly good, or is of 
poor quality indicating that the officer had not 
made good use of his period of study or training. 

nail Explanatory Note.--Approved courses of training may be 
defined to include courses sponsored by the Government 
or in which the cost or. partof the cost is borne by 
Government as_ also courses attended with the 
permission of Government or for which Government 
grant study leave. In respect of some of these courses 
it may not be possible or necessary to obtain 
reports which could be incorporated in the character 
rolls. For instance there are part-time courses and 
refresher courses where an assessment of the candidate 
is not made. In such cases, however, entry in the 
character roll of the fact of the officer having 
attended the course would nevertheless be useful in 
giving a more complete picture of the officer's 
experience and accomplishments. 


Explanatory Notes :— 


(i) As a result of delays detected by the Assessment No. 1485- 
Units, the officials responsible for delays are some- ASI-61/ 
times warned and in certain cases the Chief lags dated 
Secretary decides that a copy of the warning be yee 
placed on the personal file of the official concerned. 
In such cases it is not necessary to obtain the 
= orders of the competent authority as defined in this 
paragraph for placing a copy of the warning on the 
personal file. The Chief Secretary will be competent 


authority for this purpose. 


(ii) It is the responsibility of the authorities No. 126-ASI- 
maintaining the personal files to ensure that all 64/2377, 
documents required under the instructions of dated 17th 
Government to be placed on the personal files, are January, 
placed thereon. gob ie 


(iii) The term personal file means in this context the -ditto- 
collection of periodical or annual confidential report 
on the work and conduct of a Government Employee 
and copies of orders of punishment and appreciation 
letters, etc., that may in accordance with the 
forgoing instructions, form a part of this collection. 





14. Documents which are not to be placed on personal files.-- No. 5929- 
The personal, files should not be burdened with copies of G(C)-56/ 
personal letters or certificates issued by superior officers to nee 30th 
their subordinates or letters of commendation issued by Govern- May, 1956. 
ment in recognition of any special help that might have been 
rendered by the officer on a particular occasion, e.g., a local 
exhibition, visit of a V.I.P., etc. 


Letters of appreciation issued by various authorities or 
persons on any major event of work done or special contribution 
made by the officer towards the implementation of a particular 
scheme or successful conclusion of special campaign will not, 
therefore, be placed on personal files. 
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Explanatory Note. --Enquiry reports of the Vigilance. 
Department sometimes contain mention of unsubstantiated 
allegations. In any case these are in the nature of investiga- 
tions. Such enquiry reports shall not be placed on the personal 
file. 


15. Procedure to be followed where a Reporting Authority is 
related to the officer to be reported on.--(i) When the reporting 
officer is the first reporting authority, he should be competent 
to record his remarks, but, while doing so, he should clearly 
mention that he is related to the officer reported on and bring 
out the exact nature of relationship. 


(ii) When the reporting officer is not the original 
reporting authority he need not normally write any remarks. If, 
however, he feels that for some reasons he must enter some 
remarks, he should, while doing so, act as under (i) above. 


16. Soliciting of remarks to be discouraged.-- Government 
have noticed an undesirable tendency among officers/officials to 
approach the higher authority for getting remarks out of the way 
on their personal files. The confidential remarks on the work of 


‘Government servants are recorded by the competent authority in 


the normal course when due. The officer/officials should, on no 
account, solicit for rémarks in personal files whether from 
Ministers or their other superiors. 


17. Custody of personal files and Authorities competent to 
convey adverse remarks in Confidential Reports.--In regard to the 
general question as to which authorities should be competent to 
receive and convey confidential reports and maintain personal 
files (character rolls) of different categories of Government 
servants it is considered that, in principle, all this work 
should normally be the responsibility of the "appointing 
authority". However, in view of- practical difficulties involved, 
this does not appear to be feasible in all cases. Therefore, 
without prejudice to the right of the ‘appointing authority' to 
issue any special instructions to meet administrative exigencies, 
it has been decided to lay down the following procedure :-- 


(i) The personal files of all officers of the I.C.S./ 
I.A.S. and the P.C.S. (Executive Branch) and 
non-I.C.S./P.C.S. (Executive Branch), Adminis- 
trative Secretaries will remain with the Chief 
Secretary, except that the personal file of the 
General Manager and Secretary, Bhakra Dam, will 
continue to be maintained by the Secretary, 
Irrigation and Power. 

(ii) The personal files of Additional Secretaries/Joint 
Secretaries/Heads of Departments, who are not 
members, <of. the: .:1.G.S5/i.A.S/P:C.S: (Executive 
Branch) will remain in the custody of their 
Administrative Secretaries. 


(iii) The personal file of all Class I and Class II 
Officers, except those covered by (i) and (ii) 
above, will remain with their Heads of Departments 


(iv) The personal files of non-gazetted staff will remain 
in the custodv of their Heads of Departments/Heads 
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of Offices according to the existing practice, which 
may be modified, if circumstances so warrant, at 
the discretion of the Head of Department concerned. 


The authorities mentined at (i) to (iv) above will receive 
confidential reprots and convey adverse remarks contained 
therein in respect of the Government servants whose personal 
files are maintained by them. 


To facilitate the assessing of an officer's worth on the 
basis of his personal file, the ‘good and bad remarks should be 
sidelined with red and blue pencils respectively while putting 
up the ivi ai files in cases of promotion, disciplinary action, 
pension etc. 


18. Ifdex to Personal Files.—-Government ‘observe that very 
often annual confidential reprots are not written promptly by 
the recording authorities, nor is due importance attached to the 
proper maintenance of personal files, which are a valuable 
service record of Government servants. To remedy this state of 
affairs, it has been decided that an index in the attached pro 
forma (Annexure A) should form part of .each personal file and 
entries therein completed before any new documents are filed. 
To ensure proper unkeep of personal files, it would also be 
desirable that the appointing authorities/Head of Departments/ 
Heads of Offices have the personal files in their own custody 
and those in the custody of their subordinate offices inspected 
by a responsible officer once every year between the months of 
July and September, 


Explanatory Note.—Where the personal file is in the shape 
of a bound register, it is not necessary to prepare an index 
togit. 


19. Summary of personal files.—-Government have decided 
that a summary in the attached pro forma (Annexure B) should 
form part of each personal file to facilitate the judging of 
relative merits -of officers by the competent authorities making 
appointments, promotions, etc. To facilitate this task the 
grading should be done by the reporting officers. A column for 
‘overall assessment' should be prepared in the form so that the 


years' work is assessed and graded in the recognised categories 
namely “'A plus' (outstanding), 'A' (Very good), 'B plus' 
(good); 'B' (Average) and 'C' (Below average). 


20. I am to urge again that the officers recording 
confidential reports should realise the value and the importance 
of. such reports in making or adversely affecting the careers of 


fficers reported upon. While superior officers have the fullest 
ES and the right to peeord® their opinion about the work 


and conduct of their subordinates, in doing so they should be 
guided solely by considerations of merit, justice and fair play. 
No personal considerations, approaches or sifarish of any kind, 
should be allowed to supervene and their conscience alone should 
be their guide in this matter. 


21. I am to request that these instructions should be 


strictly followed. 





No. 1648- 
G-56/18571, 
dated 14th 
March, 1956 


No. 6257- 
GI-59/1587, 
dated - 13th 
January, 
1960. 


No. 1485- 
ASI~61/1762, 
dated ist 
Match, 
1961. 


No. 59-ASI- 
62/5649, 
dated 17th 
February, 
1962. 


No. 126- 
ASI-64/2377, 
dated 17th 
January, 
1964. 
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ANNEXURE 'A' 


DEPARTMENT OF 


Index to Annual Confidential Report and other Documents placed 
in the Personal File (Character Roll) of 

































Serial Date on Nature of | Page Nos. | Signature, 
No. which document of the date and 
placed on |Placed documents | designation x 
personal showing of attesting a 
period to authority £ 
which it of the entry 2 





relates 


N.B.—(1) The Index Form should be printed on both sides of a 
thick Coloured folder. 


(2) Each Index Sheet should have a printed Serial 
No. embossed in print in the right and top corner. 


(3) Printed Index Sheets are available from the Controller 
Printing and Stationery, Punjab, Chandigarh. 


(4) Proper account of Index Sheet should be maintained by 
each office. 


“ig 
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ANNEXURE 'B' 


(1) Name of the Officer with an indication of the service to 
which he belongs. 


(2) Date of entry into the service. 

















Post(s)} Name(s) 
with 
designa- 
tion (s) 
of the 
report- 
ing. 
officer 


(s) 












Period 
cover- 
ed by 
the 

report 


Whether the report 
'is, on the whole, 
outstanding, very 
good, good, satis- 
factory or poor 







Reference 
to pages 







Satis- 
factory/ 
Fair 


Remarks 
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ANNEXURE 'C' 


Confidential Reports on the work of the officers of the Indian 
Civil Service/Indian Administrative Service for the year..... 


Name Pe 


Desgination 


Period spent on the post 


Remarks 


Overall Assesment \ 


(Outstanding, very good, 
good, average or below average) 
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Copy of Punjab Government Circular letter No. 3482-ASI-61/25298, 
dated 1ith July, 1961 from the the Chief Secretary to 
Government, Punjab, to all Heads of Departments, etc. etc. 


Subject.—Relationship between the Commissioners/Deputy -Commis- 
sioners and Divisional Officers/District Officers in 
Divisions/Districts. 


I am directed to refer to the instructions contained in 
Punjab Government circular letters No. 14102-GI-57/22998, dated 
the 15th November, 1957, No. 9180-GIII-59/22659, dated the 20th 
November, 1959 and No. 10542-GIII-59/26741, dated the 17th 
December, 1959, on this subject. 


It has been laid down in paragraph 10 of Punjab 
Government circular letter No. 2334-ASI-60/15708, dated the 3rd 
May, 1960, regarding confidential reports that adverse remarks 
in all cases should be communicated. It has further been 
amplified in explanatory note (i) under this paragraph that 
only the adverse remarks recorded or endorsed by the highest 
authority reporting on an officer should be communicated. In 
the ordinary departmental hierarchy, it is easy to determine who 
is the highest authority reporting on an officer, but it is 
difficult to do so where the Deputy Commissioner and the 
Commissioner are the additional reporting authorities on 
Divisional/District level departmental officers. A question has 
arisen as to what weight should be attached to the remarks 
recorded by the Deputy Commissioner/Commissioner vis-a-vis 
those recorded by the departmental reporting authorities. After 
careful consideration Government have decided that where an 
adverse remark has been recorded by the Deputy Commissioner/ 
Commissioner, it should invariably be conveyed even though the 
departmental reporting authorities have disargreed with it. 
Where however, the Commissioner disagrees with the Deputy 
Commissioner, the Deputy Commissioner's remarks need not be 
conveyed. 





Copy of Punjab Government Circular letter No. 472-ASI-64/11586, 
dated 9th April, 1964 from the Chief Secretary to Government 
Punjab, to all Heads of Departments, etc. etc. 


Subject.—Confidential reports—-issue of letters of appreciation. , 


I am directed to invite a reference to the Punjab Govern- 
ment letter No. 2334-ASI-60/15708, dated the 3rd May, 1960, on 
the above mentioned subject and to state that in para 9 thereof 
it was specifically mentioned that letters of appreciation should 
not be issued indiscriminately but only in really deserving 
cases, in order toencourage good work on an overall assessment 
of the officer's whole work during the reporting period. The 
intention behind this really was to ensure that commendatory 
letters are based on a record of exceptionally. good work, and 
not merely on the performance of routine duties with more than 
average ability and industry. Since commendations lose much of 
their value if they are given too easily, it is essential that the 
greatest care is taken to limit the number of such letters and to 
grant them only in really deserving cases. 
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2. Instances have, however, come to the notice of the 
Government where these instructions have not been followed in 
the spirit in which they were issued, with the result that 
recommendations for letter of appreaciation were made only in a 
routine manner and not after full and proper consideration of 
the merits of the work done. And, of late such recommendations 
have been found to have been madetod frequently, which had 
even led to an unhealthy tendency among officers to go abegging 
for such letters. 


3. It has, therefore been considered that the standing 
instructions .on the subject should be brought to the pointed 
notice of all concerned, so that these may be observed 
carefully. 


In order to further ensure that such recommendations come 
up after thorough consideration, Government desire that for any 
good case for acceptance-- 


(a) at least two authorities, when there are two or more 
such competent authorities, should make the 
recommendations in clear terms;- and 


{pb) the work proposed for commendation should be clearly 
indicated. 


4. It is requested that these instructions may be brought to 
the notice of all the reporting authorities under your control, 
for careful compliance. The necessary addition to paragraph 9 
of the Circular letter referred to above is also being made. 


5. The receipt of this letter may please be acknowledged. 


Copy of Punjab Government Circular Letter No. 5582-ASI-64/24104, 
dated 15th July, 1964 from the Chief Secretary to Government, 
Punjab, to all Heads of Departments etc. 


Subject.—Relationship between the Commissioners and Divisional 
Officers’ in Divisions. 


I am directed to invite a reference to the instructions 
contained in the Punjab Government letter No. 10542-GIII-59/26741 
dated the 17th December, 1959, on the subject noted above, 
wherein it has been provided, inter alia, that Commissioners of 
Divisions will record remarks on all the Divisional Officers of 
the various Departments with regard to:— 


(i) reputation for honesty; 
(ii) relationship with public; and 
(iii) implementation of development schemes and policy of 


the Government. 


2. In this connection, it has been brought to the notice of 
the Government that the Divisional Officers of the various 
Departments often do not pay even a courtesy call on the 
Commissioners, with the result that most of these officers are 





wa! 


ee 


61 


‘not likely to be known personally to the Commissioners who are 


consequently not able to express proper opinion about them. 


I am, therefore, in the interests of the Administration, as 
well as of the individual officers themselves, to request that 
the Divisional Officers of your Department may be directed to see 
the Commissioners of their Divisions as and when they find it 
feasible and covenient, but at least once in six months. 


Copy of Punjab Government Circular letter No. 3270-ASI-65/11454, 
dated 3rd April, 1965, from the Chief Secretary to Government, 
Punjab, to all Heads of Departments, etc. etc. 


Subject.—Confidential Reports--issue of appreciation letters. 


I am directed to invite a reference to the Punjab Govern- 
ment letter No. 472-ASI-64/11586, dated the 3rd/9th April, 1964, 
on the subject noted above, wherein it was decided that before a 
letter of appreciation could be issued to an officer on the basis 
of his confidential report, the following conditions should be 
fulfilled :-- 


fa) at least two authorities, when there are two or more 
such competent authorities, “should make the 
recommendation in clear terms; and 


b) the work proposed for commendation should be clearly 
indicated. 


The State Government has from time to time, been receiving 
references from the various departments seeking clarification on 
certain points. The matter has, therefore, been considered 
further and I am to offer the following clarifications in this 
behalf :-— 

(i) where there is only one reporting authority and it 
recommends clearly the issue of an appreciation 
letter and also indicates the work proposed for 
commendation, an appreciation letter may be issued 
in such cases; : 


(ii) in cases where the first reporting authority 
recommends an appreciation letter in clear terms 
indicating the work proposed for commendation and 
the second authority simply endorses it by saying 
‘I agree' an appreciation letter may be issued as 
the words ‘I agree’ amount to endorsing the 
recommendation of the first reporting authority 
notwithstanding the fact that the second reporting 
authority did not clearly say in so many words. 
that an appreciation letter may be issued; 


(iii) where two reporting authorities recommended the 
issue of an appreciation letter and the highest 
authority does not contradict that recommendation 
but records the words "Seen" or "No remarks" or 
simply appends his signature, an appreciation letter 
may be issued. Where, however, the final authority 
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controverts the recommendation of the lower authority 
no letter of appreciation should be issued; 


‘iv) where the two lower Teporting authorities do not 
recommend the issue of an appreciation letter but 
the highest authority makes the recommendation for 
such a letter in. clear terms, a letter of 
appreciation should not be issued straightaway. In 
such cases, a referenece to the two lower reporting 
authorities, where there are two or more such 
authorities, should be made asking for their views 
on the issue of a letter of appreciation. A letter of 
appreciation should be issued only if at least one 
of the lower reporting authorities is also of the 
view that an appreciation letter should be issued. 


2. I am to request that these instructions may be brought 
to the notice of all reporting authorities under your control for 
careful compliance. 


The receipt of this letter may be acknowledged. 





Copy of Punjab Government Circular letter No. 7814-ASI-65/27821, 
dated 10th August, 1965, from the Chief Secretary to Govern- 
ment, Punjab, to all Heads of Departments, etc. etc. 

* 

Subject.—Writing of confidential reports on Class IV Government 

employees 


Iam directed to say that the question regarding the 
maintenance of confidential personal files on the work of Class 
IV Government employees in the State has been engaging the 
attention of. Government for some time past. At present, no 
confidential reports are recorded on the work of Class IV 
employees with the result that there is no satisfactory system 
for the purpose of judging the relative merit of these employees 
at the time of their promotion etc. It has been considered that 
the maintenance of regular confidential personal files of this 
class of Government employees would prove a_ useful record, 
which may be utilized for Purposes of promotion and confirmation 
as well as for purposes of general discipline... In view of these 
considerations, it has been decided that annual confidential 
reports should hereafter be written in respect of all regular 
Class IV Government employees in the state and their personal 
files be maintained, as in the case of other classes of 


Government employees. A sample form of confidential report, 
which may be used in this connection is enclosed. 


2. The receipt of this letter may please be acknowledged. 


‘Confidential Report on the work and conduct of Class IV 
staff for the year 


1. Name 
2. Post held 
3. Date of birth 
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Scale of pay 


Educational qualifications 


2 


Branch to which/Officer to whom attached 
Can he read and write Punjabi/Hindi/English 


ono una + 


Observations on— 

(i). Intelligence : 
(ii) Amenability to discipline 
(iii) Honesty and Integrity 
(iv) Punctuality 

(v) Devotion to duty 


9. Is he fit for promotion to the grade of Jamadar/Daftry/ 
Record Lifter etc.- 
10. Are you prepared to retain him under you ? 


11. Any other remarks. ; 
Signature of Reporting Officer. 





Copy of letter No. 10250-ASI-65/40176, dated 15th December, 1965, 
from Sirdar Gyan Singh Kahlon, ICS, Chief Secretary to 
Government, Punjab, to all Heads of Departments, etc. etc. 


Subject.—Confidential reports—time limit for making represen- 
tations against adverse remarks. 
I am directed to invite a reference to paragraph 12 of the 
{ ' Punjab Government instructions contained in circylar letter 
No. 2334-ASI-60/15708, dated the 3rd May, 1960 as amended, —vide 
Punjab Government letter No. 5515-ASI-61/25297 dated the 11th 
July, 1961, which reads as follows :— 


"Time limit for filing representation against the adverse 
remarks and the authorities to whom the representations 
are to be addressed. 


(i) As stated above, Government do not encourge 
representations against adverse remarks. But if a 
representation is made, it should not be entertained 
unless it is received within three months from the 
date of the letter communicating adverse remarks to 
the officer/official concerned. Government wish to 
make it clear that this time-limit should be followed 
rigidly and that time-barred representations should 
be rejected. It is dangerous to allow officers to go 
on putting up representations whenever they think 
the situation is favourable to them and post facto 
attempts to clean up personal files must be resisted. 


, (ii) The representation against adverse remarks may. be 
vf addressed direct to the authority conveying the 
' adverse remarks." 


As is clear from the above mentioned instructions this time 
limit of three months for making representations against adverse 
remarks is required to be followed strictly. Accordingly, if an 
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officer wants to represent against adverse remarks, he must do 
so within this prescribed time-limit and time-barred 
representations should be rejected straightway. ; 


Qe Instances have, however, come to the notice of 
Government where certain officers, who wanted to represent 
against adverse remarks, could not do so because they were 
unable to lay hands on the relevant record in order to prepare 
their representations. The matter has been considered by 
Government and it has been felt that in such cases the officer/ 
official concerned should promptly intimate to the authority 
conveying the adverse remarks that he would be making a 
detailed representation after examining the relevent record. As 
for possible the detailed representation should also be sent 
within the prescribed time limit of three months. But where this 
is not practicable owing to the circumstances beyond an officer's 
control and the authority dealing with the representation is 
satisfied about it, the representation may be entertained and 
dealt with asifit had been. received within the prescribed time 
limit of three months. 


2. I am to request that these instructions may be brought 
to the notice of all concerned for information and compliance. 





Copy of circular letter No. 3498-ASI-66, dated 2nd April, 1966, 
from the Chief Secretary to Government Punjab to the All 
Heads of Departments, etc. etc. 


Subject.—Confidential reports—consolidated instructions regarding 
IInd amendment of 1963--overall assessment. 


I am directed to invite a reference to paragraph 3 of the 
Punjab Government letter No. 126-ASI-64/2377, dated the 17th 
January, 1964, in which the following addition was made at the 
end of paragraph 10 of the consolidated instructions contairied in 
Punjab Government circular letter No. 2334-ASI-60/15708, dated 
3rd May, 1960 :— : 


"To facilitate ‘thistask grading should be done by the 
reporting officers. A column for overall assessment should 
be provided in the form so that the year's work is 
assessed and graded in the recognised categories, namely, 
'A plus' (outstanding) 'A' (very good); 'B plus' (Good); 
'B' (Average); and 'C' (below average)." 


It has come to the notice of the Government that column 
for overall assessment has not been provided by some of the 
Departments in their confidential report forms with the result 
that the overall assessment of the officers is not indicated by 
the reporting authorities at the time of recording annual 
confidential reports. It has further been noticed that even where 
this column for overall assessment has been provided in the 
report forms, the reporting authorities do not indicate the 
overall assessment of the officers reported upon. This 
necessitates the return of confidential reports to the reporting 
authorities for indicating the overall assessment. As a result, 
the confidential reports are delayed cons.derably and various 
matters. which have to be decided on the basis of those 
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confidential reports, have also to be kept pending. In order to 
avoid such eventualities, ‘I am to request that the column for 
overall assessment should be provided in the form of 
confidential reports, where it has not already been provided, 
and the grading of an officer should be indicated in the said 
column invariably. 


2. I am to request that these instructions be brought to the 
notice of all concerned for information and strict compliance. 


Copy of letter No. 3681-ASI-66, dated 13th May, 1966 from the 
Chief Secretary to Government, Punjab to all Heads of 
Departments in the State. 


Subject. --Confidential reports on the work of Liaison Officers of 
Departments posted at Delhi. 


I am directed to invite a reference to Punjab Government 
letter No. 3206-ASI-66/5854, dated the 17th March, 1966 wherein 
the procedure for writing annual confidential report on the work 
of the officers of the various departments who are posted as 
Liaison Officers at Delhi was conveyed to you. 


2. The matter has been considered further and it has been 
decided that the confidential report on the work of a Liaison 
Officer shall be initiated by the head of the Department 
concerned. Thereafter, the Agent to Government, Punjab at Delhi 
will add his remarks and send the report to the Administrative 
Secretary concerned. If the. Administrative Secretary has a 
different opinion from the one given by the Agent to Government, 
Punjab the report willbe put up to the Minister-in-charge for 
his final remarks. 


3. I am to request that these instructions may be followed 
strictly in the matter of confidential reports on the work of the 
Liaison Officers posted at Delhi. 


Copy of Punjab Government Circular letter No. 3277-SI-67/20363, 
dated 19th July, 1967 from the Chief Secretary to Government, 
Punjab to all Heads of Departments, etc. etc. 


Subject.—Confidential reports—Action to be taken on represen- 
tetions received from State Government Employees 
against communication of adverse remarks. 


I am directed to invite your attention to paragraph 11 of 
the instructions contained in Punjab Government letter 
No. 2334-ASI-60/15708, dated the 3rd May, 1960, in which the 
procedure for dealing with representations against adverse 
remarks has been laid down. It has among other things been 
provided that where the remarks are not bonafide or are based 
on a patent error of fact, a note should be recorded on the 
confidential report expunging the remarks, after obtaining the 
orders of the highest administrative authority and the officer 
concerned should be informed of the action taken. Further in 
border line cases in which there may be some substance in the 
adverse remarks conveyed to the officer and also some 
justification for the representation made by the officer against 
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the adverse remarks, the representation should be placed on the 
personal file of the officer concerned. 


2. In this context, the Government of India have laid down 
a uniform procedure to be followed by the State Governments in 
dealing with representations received from Officers of the All 
India Services against communication of adverse remarks made in 
their confidential reports. After taking into consideration 
instructions of the Government of India and keeping in view the 
. Procedure prescribed in the existing instructions of the State 
Government, it has been decided that— 


(i) the reprsentations or explanation against the adverse 
remarks should not be added to the confidential 
reports; 


(ii). if it is felt by the highest administrative authority 
that the remarks should be toned down, he should 
make the necessary entry with proper attestation 
at the appropriate place of the report. Past entries 
should not be corrected. 


(iii) In the rare event of the competent authority coming to 
the conclusion that the adverse remarks was inspired 
by malice or was basedon a patent error of fact 
and, therefore, deserves expunction, he should score 
through the remark or paste it up or obliterate it 
otherwise and should state that he has done so and 
sign atthe appropriate place indicating the date. 

Copy of Punjab Government Circular letter No. 7955-SI1(5)- 

67-31327, dated 18th November, 1967, from the Chief Secretary 
to Government, Punjab to all Heads of Departments, etc. etc 





Subject.—Confidential reports. 


I am directed to invite your attention to the instructions 
contained in explanatory note (i) below paragraph 3 and 
Paragraph 10(d), read with explanatory note (ii) thereunder, of 
the consolidated circular No. 2334-ASI-60/15708, dated the 3rd 
May, 1960, on confidential reports, as amended from time to time 
which read below :— 


1. Explanatory note (i) below paragraph 3 


"Some reporting officers tend to make mention of very 
slight defects in a subordinate, Government is of the 
view that very slight defects should be brought to an 
officer's notice verbally in the way of advice and 
guidance and need not find nention in annual 
confidential report unless they are of a type which 
have been more than once brought to the subordinate's 
attention but which he _ nevertheless persists in. 


Likewise, remediable defects should also be pointed out: 


during the year so that the official concerned may 


make an effort to improve and to remove those defects." | 


2. Paragraph 10(d) 


"The reporting officer should specifically state whether the 
defects reported have already been brought in any 
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other communication to the notice of the officer 
_ concerned." ; 


3. Explanatory note (ii) below paragraph 10 


"The reporting officer, while mentioning any defects in 
the report, should as far as possible also give 
indication of what efforts have been made by way of 
guidance, admonition, etc. to get the defects removed 
and with what results." : 


It has been observed by Government that the instructions, 
mentioned above, are not being followed by some of the 
reporting authorities and they still make mention of very slight 
defects in the work of.their subordinates without first bringing 
them to their notice either verbally or in writing by way of 
advice and guidance. As a result, when some adverse remarks 
are conveyed to them (the subordinates), they ask for their 
expunction on the ground that no such defects were ever 
brought to their notice by the reporting authority/authorities 
during the course of the year as required by the instructions 
of Government. 


2. I am directed to point out that the object behind these 
instructions is to afford reasonable chance to the concerned 
employee to remove such minor temediable defects during the 
course of the year. If those are not brought to their notice in 
time the very object of these instructions is defeated. 


3. In the circumstances, I am directed to impress upon 
you that the instructions of Government, referred to above, 
should be brought to the notice of all concerned again for being 
followed meticulously, in future. Further, as required under 
paragraph 10(d) of the instructions, the reporting officer should 
specifically .- state while writing annual confidential reports 
whether the defects reported have already been brought in any 
other communication to the notice of’ the officer(s) concerned or 
not. Any departure from these instructions will be taken serious 
note of by the Government in future. 


aS Usd 3: 6789-Aetei-2(1)-69/28237, fHst 28. aud, 1969, = 
HY Adsd, Ue Agatd, 28 AH festa & Hy »fuardt of | 


fest: Una om yet sore afime df fret S og ageIGar--fmarfan 
3: 126--fHBdsS ot CE SS agHetdmt & wrasse Usd fes 
mrué feats dH ade utd Gu-H3e wens! @ wfuata te AUT 
argeret | : 
Gudas feh# us ume oH ysuat Hora afno 3 33 fort 
fRetaa atst AT : 


"To enable the Sub-Divisional Officer to perform his co- 
ordinating role properly, he should be authorised in 
case an official is not co-operative, to place on 
record his views on the annual report on _ the 
offending official to whichever Department he may 
belong." 
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2. He feo feu ane ot wien det od fa Ware Agata S Ge 
feats Cuda Cudas fAalgH o udets adfext dent fea gas atst J fa 
fan agi Ham 3 fagr-tug & wendt AYUt agHeta afHHod 3 fsuct 
afmad Hee qua felet fey (8) fexaetat ad Hades (1) Fast ae 
Rdg wS (&) eA festa am Afar ad udue age wt ufuatg que Jo 
GA sgi Gu--fse went (HES) S St Reed wens, ulen festa F se 
am Ga fan a ufsad © de, emi ms fete! fea fegat fat fefmi 
Hedt udue age utd »fuatg fes Ale Jo | Bost J fa Haag wt fed 
ner Are AUS wfoardmt/agnadmt & fours fed fouter are | 


ant tag 3: 10125 Rete 2(1)-70/10419, fHst 27 Het, 1970 & 
ta Hasd, Wate Aaatd, Ret fed fsuct afimad, Hogs we fen a 
fea @srat AHO fest & He wfuadbt, sdtot 2 afimod, 
fzuct afiigad 13 Guise wena (fHes) 6 quar set | 


feast: Ue aH ysuat Bora afm cl fhetgH oS BY adeGal--fretgn 
S: 126--fHeedse at SE SS agusdht & wude usd fev 
wre fests wan ade ud Gu-H3e wend! go wfoatg ve Aeut 
argeret | : 

Jem: Gugas fea 3 «unt uw me tea 3: 6943/9 ., fHat 17 


cHud, 1969 | 


2. Huata et @nar A Ha dt AHS fsuct afinadt wfe 3 Usd 
S: 6789-Retei 2(1)-69/28237, fust 28 ade, 1969 at shmr 
fam At, fea Aue So 3 felt der 7: 

"fa fAH sgt Hae mS fast tog & wendi Adal agHetd afHHad 
wa fsudct afHmed Heer gus foteei fea (8) ferocdt 
arg dds (4) west oS APU we (e) VAS fest ae 
Higa ate Que ase eo ufcatg gue do, GA sgt Gu-Hse 
wenat (fAes) © a Aetfoa wena, uleH fea J ge aS 
6a fan A nfsaht 2 de, cht me fever fea fevat fat 
fefant neat udue age utd wfuara fe3s wie Jo I" 


fen wet fan usata omy fast tog © wend! Aeut qua fosci 
fous ot adiat muarG@’® 3, A agi dt Gu-Hsae ena? (fAes) g HaTad 
wenat tht folget fore wt ufuara caset order 3 1 Got S aeTel 
faz »né fad feu eazy wer sofa 8s a OH fest We | 


3, 88 mu Hf meat wet cfm viet 9 fa Bar Ant fus Ba, 
fsaure fea fee au age aenatal fetiamet cht mg fodsei A 
fault afmaad/afrnes «oS fanaa fertapra/te feftopis faut JS 














69 


2 wd Aaa 3 HuRcladS atset DB wa CA wT Fa wy ST eet Bet 
3S cit Ate J | 


Hgatdt getfest wernta fAaet feat & fast tog & engi uid 
fsudi afunod ut fatce et At 3s fee Tweisa deait :-- 


(8) ferserst utd Huds; 
(4) Fost ae ALT; 
(@) eS aH WS Hdatd et atst | 


atHHodt S et fest tut (aspects) 3 fevet ago wt wfuata J 
fen set fad fauet afimos atanacst ferlob et fotee fest thi 


ais Jo ot ‘Als at S AHTIAGH! (seen or no remarks) fefen de Ss 
afimed Afoe & feet dhrgan ot Adu fades lee el folce oe 
Sut dea, wSefa fsuel afHmod & ddan oe dt AIS dda | Had 
fsud] afumed act NsecH stsan feet 3 st Gu, Ae Za afHned 


afimsc/afunss 3 GH S Are fee 2 fest 31 foes ferisha 


SH & fowrgan fotse wole AN ffe AUS wena CO AH Ss Ve-vse v 
safott oad 6odant «61 fen agi © used tog & foal go 
fen 2 datas ofS dhaan als @3 afosl | ud Gu fea BH Oo Ged 
TES (override) od! adad, “TaTS fadets fetish & AETA DINGAaH 
a fsudt afimod & dhtsan 3 adel ums ool dear »3 fen agi fsuct 
atHod ot feys facts fetta et feuet S wet eat sot Hadi | 
fatce fea ot aan fee feet Weal »e fu-H wend 2 
(columns) @u-2y dad | eH weet feg foduci faye w vas fea 
Tuten? Gent (sequence) BS WOATG Su su dea i" 


anft uaa Agata gust Usd 3: 1724-H 11(3)-71, fist 8 Ho, 1971 
2B ty Aasd, Waa Agata, €@ Ad festa © Het vee | 

feat : fusteal neatg etafe oT Agarat agua chit Ast fHAsi fed 
gue 3 ufvst fret fect et wwet age urd | 
Gudas fen 3 omy go Haus adiew Ae fed fee el mien del 


3 fa are fan anseta aquest @ fest festeat (weet Ai fest gu 
fea), uae free Reet (Ss »B nits) fora, 1970 wena fea os 
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odt fafa vier, ug we fact fesreat ct fea sas fan nzarat 
asHedt ut fort fHAS fey cat wel 3 st areal fercl ae 3 
uz ue niet 0 fafa feH & AdUs agHeTat 2 AST ufo 3 aH 
DRG d | feR Bet wfadt fesrest Reus asHeTt GH A 
gué 3 ulvet fed Hfewea 3a 3 edt AH Fier 9 fa GH SF wtuat 
Afast Huge age et Go Har fesr we | 


Copy of U.O. Circular letter No. 3778-SII(1)-71/17239, dated 5th 
July, 1971, from the Chief Secretary to Government, Punjab 
to all the Administrative Secretaries to Government, Punjab. 


Subject : Writing of Confidential Reports--Meticulous observance 
of Government instructions. 


I am directed to invite your attention to consolidated 
instructions issued, --vide Punjab Government circular letter 
No. 2334-ASI-60/15708, dated the 3rd May, 1960, on the subject 
neted above, and to say that there has been a growing laxity 
in regard to writing of annual confidential reports for some 
time past. Allowing for difference of opinions genuinely held by 
different reporting/accepting authorities, it has been observed 
that the reports are generally very much on the liberal side. 
Quite often these contain non-commital remarks, with the result 
that the reports do not reflect ‘a correct and objective 
assessment of the work and conduct of the Government 
employees. In this connection, your attention is invited to 
paragraphs 3 and 4 of the above noted circular letter, wherein 
guidelines have been laid down both with regard to the contents 
of the reports and the manner in which these should be written. 
It is inter alia stressed therein that :-- 


(i) instead of multiplicity of columns in the A.C.Rs. a 
simple form (annexure 'C' thereto) on the aspects of 
satisfactory discharge of duties, ability, consciencious- 
mess and hard-work and the degree of these qualities, 
control on the establishment under the Government 
employees concerned-capability of supervision, 
maintenance of punctuality and discipline, access- 
ability, proper dealing with the complaints, courtesy 
in behaviour, systematic and adequate touring (in the 
case of the touring officers), should be adopted; 


(ii) the report should bring out specific defects, if any, 
remediable or otherwise, occurrence of any particular 
incident depicting the officer to be good or bad, 
letters of appreciation, if any issued by the various 
authorities the major event of work or _ special 
contribution to a particular scheme and accomplish- 
ment of a special campaign should be, taken into 
consideration while making assessment! of the officer/ 
official's work ; } 


(iii) while minor defects may be pointed out verbally, 
those of persistent/perpetual nature, should be 
mentioned in reports indicating therein remedial 
defects during the year, so that the official concerned 
may make an effert to improve or remove the same; 








71 


(iv) while indicating defects, an overall and balanced 
judgment be made in the respective columns instead of 
clubbing all the defects in one column relating to 
defects, if any, which is particularly meant for 
indicating significant defects of general nature ; 

(v) an entry about pending enquiry in the confidential 
report should invariably be followed by the entry 
about the result of the enquiry ; and 


(vi) a mention about complaints without siftiny the truth 
thereof ; should be avoided and the assessment be 
made on the basis of personal knowledge. 

2. According to para 4 of the aforesaid letter the 
integrity of the Government employees, being of greatest 
importance, needs a special mention in the confidential reports. 
The reporting officer should give a definite, frank and the 
honest opinion on the integrity of their subordinates and the 
practice of making non-commital/ill-considered remarks in this 
regard should be discouraged. It was also stressed therein that 
the entries with regard to integrity should be forthright and 
realistic. 

3. Attention is again invited to para 20 of the aforesaid 
“letter wherein the need for writing confidential reports in a 
fair, impartial and objective manner was stressed. It is laid 
down therein that the officers recording confidential reports 
should realise the value and importance of “such reports 
especially while making adverse remarks affecting the careers 
of the Government employees reported upon. While reporting/ 
accepting authorities have the fullest freedom and the right to 
_record their opinion about the work and conduct of their 
subordinates, but in doing so they are to be guided solely by 
the consideration of merit, justice and consistency. A 
confidential report should as such depict a true assessment 
about the/ work and conduct of the Government employees in an 
explicit and concise manner. 


4. It is, therefore, requested that the necessity of writing 
corfidential reports in a proper and impartial manner should be 
stressed again on,all the reporting/accepting authorities and 
these instructions should be observed meticulously. 


HY Rasd, UATE Aga | 


Tfanedd, UATE we dfrat get azz, 
ahmodH, AIG ws ufentsr 13s, 
AMG fsuet atined 3 

Gu-H3S ene (THES), UATE | 


fust eslng 19 od'yg, 1971 
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feat: eotra gus fstcet feu -fotetea ufuarshi 2% foargs als ae 

uslas asat AdUt yst-Sosnt ard | 
HTS Hi, 

Re wien det J fa wu ot fons Une Agats © aast Usd 
3: 2334-2.9n.»et.-60/15708, fHst 3 Hel, 1960 & Yat 11 @ 
feetfenn ate fan fea fed fan foot at fa aofea gus fatect foue 
a ty Hse fea 3 fa feuast »foatat um aa fea agnetdt et Hot 
We-iae fag de st A SH S 3dal ee AH Ai edd fahetat wi Gv 
og cl want ee Sfert GH agHutdt & AH WS wee UT eH afew 
mw Ha fa Guo wfadt feat fad sa fost Fast J | YSlas ae fan 
agHetdt fen Bel oA Hie do fa Go Goi o EI ado UI WSS ad | 

2. asus vetfesi wonTs oH Sa 3 tes aaat Aadt far 
qsHedt am ee-feer fey Ye ot 8s aut w3 GH agHuTdt a 


fenae | fen fey aet wa ool fa Avug.agnedt S omel net da 
ago ut yat-yst da 3, us fen & fey ste ool fa Sot 2 At fes A 
qt S Iae set fesi 


SH @3 AToTgS ysTat ds 
atgetet atst wT Hea | TEA Bet Aad set aguetat »a J »tuet yst-Bost 
fea uffobat det fear fast 6 fa “omRodest At vaTeta AHfseT aT 
Fost 9 st ot des GH ef yst-Sast AeAGt Sa 3 de ag fest west 
usta SH & fedu Une Agata agHeTat wee femtest, 1966 2 fon 
3(iii) et Sweat & Adu fey yrRat atgetet atst wT Haat | aast 
atst Het d fa feet getfest S one fee fexfent are |. 


3. fen tga ot ug'y ante Sat we | 
fexe™ UTZ, 
mg ut. FST, 


Huas Hasd Aetet x2 gmHolfsa, 
mAs HY asd, UATE Adal | 
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Sata Hua! w3 Batet argetet fas :-- 
(1) AyS fest atmos, una; 98 
(2) AYd YATRA Rass, VATE Hare ; 
& Sfawt Fret J | 


H.H. Het, 
- HAH EHd, HeTei 2, 
ems HY asd, UnTe Adald | 
Ret fee 
(1) FHT 5 fest shares, UATE | 
(2) AyG YATRST asd, UATE Hata | 
G.H.§:4514-Revet 2(1)-71, fast dstag 19 waa, 1971 





anit 3: 4408-H 11(1)-72/27670, fH3t 20 aged, 1972 2 Hy 
Haag, uate Heard Ret fed AH He festa wfuardt ete | 


fem: zaina gus faleet fea fearss a3 ae usigs asat AdoT yfs- 
Rosi ard | 


i a he ee 
8: 2934-8 AH. wret. 60/15708, fxst 3 Het, 1960 & Va 11 ws VT 
12 2% vetten m2 fot woATE Gus falel fes yige auat o wer 
qe Be aHetdt 3 Hdd PAN © wes ySBost @ Aaet I | miro 
ydiedht @ vison gan J ufsst felle ase eB wfuardby' 3S feuet vail 
ait 3 1 Sue feo orfeor 2 fa facta? ysiaadbat @ fevers wel AD ct 
act ge at feet de age fale asa ad mfuardt AY fA wuet fevel 
Sot ane »B fen sgt wfad HHS Ga AN xfes adt offs wie | fAA e . 
congu aet 3a Aes uMfext wees seat, feos, da ug ade we 
ene we fot 2 anB er fossa meret falet 3 fur 3, & fevers 
feg aus 2a 3 Tet 31 fen J fewer wound = AN fAT feval 2 
ar m@e args yfsas age fale fed was age ot Heee yor odf Jet 
fa@fa fus® AS e AA ond mW me 3 ufsst dt» AS ct fede a fad 
ae 3 1 fen Sa AM ved Heus aaudt & Wo fee fess Afsst eT 
affat 3 frost utuat Ze 3 Gfes adf 1 fegi mdb dei o S HY gufeat 


feg ane dist fmt 3 fa WN FT ustaws azot Addi ysteast 3 wWsH 
ant 3 Hdd @ AN P vivooies ag fest we »S fen fe AY el wm 
34g 3 Sta-ste urgal alst we | 











No. 4408- 
SET (CE y}=72/ 
27670, dated 
20th October, 
1972 « 
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Extract of Para 5 of P.G.U.QO. Circular No. 5072-2SII-76, dated 
8th July, 1976, regarding adverse remarks. 


5. The representations against adverse remarks communi- 
cated to the employees, if made are required to be disposed of 
finally within a period of three months from the date of its 
submission. This time limit was fixed keeping in view the fact 
that the Government employee concerned does not remain in 
suspense as to the fate of his representation. Delay in deciding 
such representation also causes repercussion on the. cases of 
promotion, crossing of efficiency bar etc. of the employees 
concerned. 


Copy of Punjab Government Circular letter No: 6696-SII(1)-73/ 
573, dated the 24th January, 1974, from the Chief Secretary 
to Government, Punjab to all Heads of Departments, etc., etc. 


Subject : Placing a copy of the simple warning on the personal 
file. 

In continuation of the Punjab .Government circular letter 
No. 1724-SII(3)-71, dated the 8th June, 1971 on the subject 
noted above. I am directed to clarify that a copy of the simple 
warning, when placed on the Personal file of the Government 
employee would amount tc censure and would accordingly require 
the procedure prescribed in the Punishment and Appeal Rules, 
1970, to be followed. In view of -this position a copy of the 
simple warning should not be placed on the personal file of a 
Government employee unless the prescribed procedure for 
punishment is followed. 


Copy of Punjab Government Circular letter No. 8617-SII(1)73, 
dated the 27th March, 1974, from the Chief Secretary to 
Government, Punjab, to all Heads of Departments etc.,etc. 


Subject : Writing of annual confidential reports--recording of 
remarks about Small Savings work by the reporting 
officers. 


I am directed .to invite your attention to the Punjab 
Government circular letter No. 5582-ASI-64/24104, dated the 15th 


-July, 1964,--vide which it was provided that Commissioners of 


Divisions/Deputy Commissioners will record remarks on the work 
of all the Divisional Officers of various Departments with regard 
to implementation of development schemes and policy of the 
Government. It was further laid dewn therein that tc enable the 
Commissioners to express proper opinion the Divisional 
Officers should see the Commissioners of their Divisions as and 
when they find it feasible and convenient but at least once in 
six months. 

2. It is felt that the Small Savings movement forms one of 
the essential and basic source of funds for development schemes 
and welfare policies of the Government. Thus the achievements 
of the development schemes are dependent upon the success of 
the Small Savings movement. District Officers who have to faise 
funds on voluntary basis, by mobilizing public opinion, by 
persuasion and all other laudable methods, play an important 
part to give fillip to the development schemes. 

Ss Although the momentum for the schemes’ should 
spontaneously come from the officers concerned in the national 
interest, yet it is felt that recognition of the performance of 





Sx 
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officers by the Government would, further ‘help in more 
enthusiastic efforts for mobilising Small Savings. 


4. Accordingly, Government have decided that performance 
in the field of Small Saving Schemes, like performance in the 
field of developmental schemes, should also be kept in view’ 
while recording the Annual Confidential Reports of the Officers 
concerned. The Deputy Commissioners of the respective Districts 
who allocate targets of Small Savings to various officers should, 
therefore keep in view the local conditions of the area and 
other allied factors at the time of recording their remarks on 
the performance of the officers concerned. 


As regards the performance, of the Deputy Commissioners, 
the Commissioners of Divisions may kindly keep -in view the 


achievements of various districts in the same manner while. 


recording remarks in the Annual Confidential Reports of the 
Deputy Commissioners concerned. 


5. Kindly acknowledge receipt of this letter. 


Copy of Punjab ’ Government Circular letter No. 4225-2ST1I-74/ 
21500, dated the 15th July, 1974 from the Chief Secretary 
to Government Punjab to all Heads of Departments etc., etc. 


Subject: Writing of Annual Confidental Reports--Recording of 
remarks by the Reporting Authority/Reviewing 
Authority--Avoiding of delay. 


I am directed to address you on the subject noted above 
and to invite your attention to the following extracts from the 
instructions contained in Punjab Government Circular letter 
No. 2334-ASI-60/15708, dated the 3rd May, 1960 ; 


"Para 2: It is essential that- all officers write their 
reports in the persQnal files of their subordinates 
regularly and punctually. Not only should every 
official whether gazetted or non-gazetted, possess a 
personal file or character roll, but it should be kept 
up-to-date and not allowed to remdin without remarks 
for over a period of 12 months, otherwise its utility 
as a confidential record disappears. 


* * * * 


In some cases, confidential reports are written twice a 
year and in other once a year. Whatever the 
frequency laid down, it is necessary that this shouid 
be adhered to rigidly and the reports recorded on or 
by the due dates. A certificate should be furnished 
by all Heads of Departments to the Administrative 
Secretaries concerned within one month to show that 
all confidential reports have been recorded in their 
respective departments by the due date. 


\ 
*Note:--The confidential Teports should be recorded without 
delay. Further, in the event of heavy delay occurring in 
isolated cases, it should be possible for the higher 
authorities to discount to the extent necessary such 
reports as had been written after a lapse of wa very: 


long period and as. were attended with suspicious 


Inserted,-- 
vide P.G. 
No. 126-ASI- 
64/2379, 
dated 17th 
January, 
1964. 








As amend- 
ed,--vide 
P.G.-Nowso=— 
AST-62/5649, 
dated 17th 
February, 
1962. 
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features on one ground or another. The assessment of 
the record as a whole of the officer concerned would 
thus not be affected unduly by such a report." 


@"Para 8 :--Recording of remarks on the occasion of 
relinquishment of charge by Reporting Authority : (i) An 
officer may, if he had not done so ‘previously within 
six months, record remarks for the confidential files 
of officers subordinate to him within six months of 
his relinquishing the charge of his post. 


(ii) In consequence of change of portfolios, a Minister or 
a Deputy Minister or the Chief Parliamentary Secretary 
may also, if he had not done so previously within six 
months, record remarks for the confidential files of 
officers subordinate to him within six months of his 
relinquishing the charge of his previous portfolio." 


2. The above policy was laid down, inter alia on the 
following grounds :-- 


(a) There should be no undue delay in writing of the 
reports; \ 


(b) Delay in writing of reports especially by the officers 
relinquishing charge of the post is not 
administratively desirable because by the passage of 
time, the assessment becomes unrealistic; 


(c) The possibility of the reports being biased on account 
of delay in writing can also not be ruled out; and 


(d) If representation against adverse remarks so recorded 
at later stage comes, the officer concerned will not be 
in a ‘position to give proper appreciation to the basis 
of remarks. 


3. It has been observed by Government that the above 
instructions are not complied with in letter and spirit with the 
result that-confidential reports on the work of officials/officers 
continue to be recorded very late. In some cases the reporting/ 
reviewing authorities have recorded their remarks even long 
after 6 months of relinquishing the charge, in violation of the 
instructions referred to above. The cases involving the consideration 
of the latest report for deciding several matters such as 
crossing of efficiency bar, grant of annual increment etc., have 
to be kept pending. Delay in recording the reports also creates 
an atmosphere which is not conducive to the efficient working 
of the Government. 


4. Government view this tendency of late-recording/non~- 
recording of confidential reports on the part of the various 
reporting authorities with concern. Government, therefore, desire 
that you should ensure strict compliance of the Government 
instructions. Where unreasonable and unjustified delay takes 
place and the Government policy is infringed, responsibility may 
be fixed so as to take suitable disciplinary action where 
warranted. 


5. The receipt of this letter may also be acknowledged. 
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aul Wa Agatat Usa a: 5637-2H.1I-74, fHst 29 Herel, 1974 = 
mole Hasd Aetel, 2a AHO fest afimad »S yd ual Aasd, UATE He | 
fear : etafaa qua fevdet ard | 
Gugas fen 3 omle fee fos ving Hoag P omst Usd & fev 
von getfesi 2 gee fea | 


2. Sugas vgerfest adi yume ast ncaa ot ott ct Act op 
AY fAd weet Adot weafost ot fugas fea te Haat At 3 mee fest 
od ff vo We 31 Hee F ame fea Hold 2 Weg ofea ms aguedht 
cht fuser feubit mem age 3 fA Higat et fee de GA ud ys 
fz Fads wre Get o we agen mie as | 


fi® Sa Sufaz onee ct 1973-74 1a ufsst cht fateet neat 
uset et US 3 Hy H3dt AT © 10 »MHZ, 1974 3a fea fates dit 
met J fa at fates tauet wet geht ga fa od | 


3. Gugas oHTG Huy ALS Bost ager gi fa :-- 


(1) Aoats Et He ast Ss He Hsdt A OP onetn, fa as 
mas HIS S weg wed fleet foe Boy gy HoaHS 
Wet ag ws GH F 3d ume fu Hsat at S afes ater 
We, a fea fas 3 fons owe wear agetet We; »B 


(2) HS 1973-74 »2 ufssi Spit fetet ad Reet fea so a 
“GAS, 1974 3a fade Sat we nears ome At SF omy 
FY HS Aeut ws festat ats aahulsfes gu fe 
fest we fa fateet fadbit aT ydmit gs | 
mfact ardetet yot adf ast met ge Got ud fes 2 args 
une de fea Het sat we | 


a 3 


‘y 





argt were Agata aust tsa 3S: 267-2HlI-75/9435, fHst 24 Hau, 
1975 = He Aasd, Yara wears, 25 Ae fesat 2 et fe | 


Gusas fea 3 Ro we ot forse uae Agatg 2 mast ted 
3: 1724-AN(2)-71, fust 8 ys, 1971, €, feetge et ufo get 3 
fan oat fea AuRe atst fern At fa : 


Yat ageets aHedt 3g fest fesest (seat wt feust gu 
feu), wae free Aetet (os 8B ois) fecmtest, 1970, 
won fea fs aul iilen wet ug ae xfaot fastest ct 





3: 4225-2 
l-74/21500, 
fust 15-7-74 


fret f i 
5 
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fea sae fan Rgarat agnerat et fat eels fea Set wet 
3 3st agol fencide 3 feu fea Us ue wie 9 fa@ta fen 
ur AYGS asHeal & Aer ymfext 3 gat ums D mae 3 | 
fen set winat festeot weus acyerat ot wt fms fee wp 
qué 3 ulvst fe Afeafex 3a 3 wget AHfer wie 3 fe 
GH S »uel Afast Hume aes eT Ger iar fest are | 


2. fen Adu fee Une AgatTg 2 ast tse z: 6696-Hll(1)- 
73/573, fH3t 24 Hoel, 1974 wet fey AuBtads fest famr At fa 
He AOTgS . stor fark aoetat et west fms 3 Hl wet 9 st oy a 
at GH 4 Rabid (censure) agar gut 3 wa fen wet une fres 
Retet (Es wF mils) gee, 1970 fee fssutes fect =} west aget 
oot J 1 feR He 3 agot fexet de 3 fer featfor fer 31 fer 
Feat atgot Herd fen yats J :-- 


"It cannot be said that every warning placed on the 
personal file amounts to censure. A _ distinction will 
have to be drawn between the warning issued on 
account of any general lapse on the part of a 
Government employee and a warning issued as a 
result of the employee being held guilty of misconduct. 
The correct view would be that a warning with a copy on 
personal file wtll become censure only when it’ is 
issued as ae result of disciplinary action by the \. 
disciplinary authority under the Punishment and i 
Appeal Rules holding the emptoyee concerned guilty of 
misconduct. Therefore, it is not necessary to observe 
the procedure laid down in the Punishment and Appeal 
Rules in every case where a warning is ta be 
administered." 


3. Sudas wens Hfvus feu rfest fen users uzet 3 fa-- 


(S) WE far aanerat & Afex 3a 3 at fest gu fee, us wet 
HAS 3 ge fast, ser Pat JP st fen wet ufset J act 
Hat Pat atgat 3g 3 agat act ; 

(4) We fan aoneat g Hoss ‘Gun! B® arse gear fe 32 en 
at fea sas wet fens 3 Sut me st Cn S Cudas vere 
Sort 8 HS, 1971 Shit gerfest wens Gee ufsst 3 wma 
Hunelagé PE Bet Har Bar (prior Opportunity of expla- 


& ergy Gn 3 fea ter oar ua unre fre Aeret (es | 
3 ule) foun, 1970 fea frat fedt et umat ot Bs at; , 


(e) AP fk avast ¥ fimefsae & omarg 3 Oat ur 2 on eZ 
aes Sat BE et YRStE G2 18 ofadt gear at saw en at 
fs 3 gue et net ast we st Gugas der 2 fea FB 
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Hunclads wontg fed fea Aatg cf met Seen, fan set 
Una fhes Aetet (os 3 »nflz) foe, 1970 fea fitet feat 
ut user aget agst deat | uss fan aot at yfuat 38d 
3 wwe set fev sta dear fa winot ses ow am ‘Aah! 
oe fest we | ave fea fa fundisae ® asagu fami feg 
Ud minor penalty fes Ag 3 ufgst penalty (Aaiag' 2 
fest we | 

4, feo gees AuG AdUs agHeTdnt & fiers fea four fest we 

3t A fen umd Adot det aréat Cage Sms a 2 | 


5. fen uss ot ude gle sal We | 


aut M.A. 3: 2172-2HI-75/15598, fHst 28 mMYyS, 1975 =B 

Wt ons af, wel.2.9n., Auas Aasd, Aetet 3 amadifsa Be 
AyD fest afress 92 yefuat Haga, unre Agata ws fea arut AB 
fesrat & Hat onfe S 


feat : eafaa gus fotteet 3 2st fous wrP | 


fasut aga Gugas fee 2 om? fee f83 wo Heoat tsat ewe oe: 


fons Be ct Bes agar | 5637-2Rll- 
74, fH3t 


20-7-74 
2. Hy H3ct at @ ome wom my at S fea fefmr fapr At 2. 3:5637- 
fa :-- : 2HII-74, 
fst 
9-8-74 
(1) da ATS mis Hdd B ves fea foleet fave 2 aH oS uaHe 3. 8%6710- 
ast wher at ws GH 3 sds HME tu Hsdt At @ Ales 2All-74, 
ast we ; 1B inst 


3-9-74 


(2) AS 1973-74 4S ufsst ht feleet wt wy At SF me a.sd:ais- | 


wos fest 2 AyD os AYat aehwlsfes gu fed Hadclede 2HII-75, 

fest we fa foltaet fexibt a gatbat oe | eS. 
one fea ean tsot 2 met de 2 wepe feu Zhen for 3 fa Gujazs 
mreteH (2) 3 Hot Heat gs Ate fest es adf wes det 1 ot ot fer 
ug fenatg ate argetet at aga Aol arse SA TE Ja | 

3. adHutdbyi/yenat cht que fateet AW fAa fous BT HOZE 

fea 0 fa fen 3gi Got & Aer HHS AM faa ysuat Cfesst weRTG offs 
Wo Hat gs, fA ae wm feost euret a Aaet 3 1 fen we g 





e*@ 





1. 2334-ASI- 
60/15708, 
dated 3rd 
May, 1960. 
2. 472-ASI- 
64/11586, 
dated Sth 
April, 1964. 


3. 3270-AST- 
65/11454, 
dated 4th 
March, 1965 
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ATgHe gue Je tu at S Bast aget at fa my fem uns ee feat fears 
feg we fea walet sae fa aguetdmi/wengt eb ATSB 1972-74 3a 
cba gus folaet yeahs ads ard Sater Aadifede He H3at Ft S H3at 
feautay 2 adit ast Simon we | fen de S a walet veri we fa 
AMS 1974-75 eh fodeet st mute udid 2 ules vied feet we ea 
Bate Hactfede fest we | 


4. fam ase Gusas wonTs Bate wen Ty 2 wale AyD fest 2 
argeret AeUt Hfes atst we | 


Copy of Punjab Government Circular letter No. 3082-2STI-75/ 
22713, dated the 2nd July, 1975 from the Chief Secretary to 
Government, Punjab, to all Heads of Departments etc., etc. 


Subject : Confidential Reports--Issue of Letters of Appreciation. 


I am directed to address you on the subject noted above 
and to say that instructions as per circular letters noted in the 
margin were issued in regard to the issue. of letters of 
appreciation on the basis of Annual Confidential Report. The 
circumstances in which such letters of appreciation should be 
issued, as explained in the instructions referred to above, have 
not been appreciated completely in various cases which have 
come to the notice of Government. The basic requirements for the 
issue of letters of appreciation are, therefore, reiterated 
below :-- 


(i) The letters of appreciation should be recommended and 
issued only "in really deserving cases on the basis 
of exceptionally good work and not merely on the 
performance of routine duties with more than average 
ability and industry”. 


(ii) At least two authorities,- when there are two or more 


such competent authorities, should make the 
recommendation in clear terms. 


(iii) The work proposed for commendation should be cleary 
indicated. 


(iv) Where there is only ‘one reporting authority and it 
recommends clearly the issue of an appreciation letter 
and also indicates the work proposed for 


commendation, an appreciation letter may be issued in 
such cases. 


(v) In cases where the first reporting authority re- 
commends an appreciation letter in clear’ terms 
indicating the work proposed fer commendation and 
the second authority simply endorsed it by saying ‘I 
agree', an appreciation letter may be issued as the words 
"I agree' amount to endorsing the recommendation of 
the first reporting authority notwithstanding - the 
fact that the second reporting authority did not 


clearly say in so many words :hat an appreciation 
letter may be issued. 





*) 
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(vi) Where two reporting authorities recommend the issue 
of an appreciation letter and the highest authority 
does not contradict that recommendation but records 
the words 'Seen' or 'No remarks' or simply appends 
his signature, an appreciation letter may’ be issued. 
Where, however, the final authority controverts the 
recommendations of the lower authority, no letter of 
appreciation should be issued. : 


(vii) Where the two lower reporting authorities do not 
: recommend the issue of an appreciation letter but the 
highest authority makes the recommendation for such a 
letter in clear terms, a letter of appreciation should 
not be issued straightway. In such cases, a reference 
to the two lower reporting authorities where there are 
two or more such authorities should be made asking 
for their views on the. issue of a letter of 
appreciation. A letter of appreciation should be 
issued only if at least one of the lower reporting 
authorities is also of the view that an appreciation 
letter should be issued. 


2. Keeping in view the importance of the letters of 
appreciation and-+to make them really objective, it is requested 
that the basic points as stated above should be brought to the 
pointed notice of all concerned so that the instructions are 
observed carefully. It may be especially kept in view that 
apart from other conditions, it is essential that the 
recommendation for the issue of letters of appreciation, whenever 
made, must in every-case be supported by clearly indicating the 
work proposed for commendation. If the above instructions are 
not complied with in the desired manner, it will not be 
permissible to issue the letter of appreciation. 

3. The receipt of this letter may kindly be acknow- 
ledged. 


Copy of Punjab Government Circular letter No. 2090-2S11-75/3767, 
dated the 22nd September, 1975 from the Chief Secretary to 
Government, Punjab, to all Heads of Departments etc., etc,. 


Subject : Writing’ of annual confidential reports--Communitation 
‘ of adverse remarks. 


Iam directed to invite a reference tc the Punjab 
Government letter No. 2334-ASI-60/15708, dated the 3rd May, 
1960, on the subject noted above and to state that paragraph 10 
thereof, inter alia, lays down as follows :-- 


"An officer should not at any time be kept ignorant of the 
reporting officer's opinion where his service is not 
considered satisfactory; criticism should be communicated 
promptly and should indicate in suitable language the 
nature of the defects in question. 


XX XX XX XX 
RX XX XX XX 


All competent authorities should make an occasional check 
of confidential reports entrusted to their custody in 
order to ensure that adverse remarks are in fact 
conveyed to the officers concerned. No notice should be 
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taken in future of adverse remarks if they have not 
been conveyed. Where a competent. authority does not 
convey adverse remarks to the officer concerned, the 
ommission will be treated as discriminatory action on 
its part and due notice will be taken of it (Punjab 
Government letter No. 5515-ASI+61/25297, dated 1ith 
July, 1961, may be referred to)." 


The objective of the above policy to communicate adverse 
remarks is that the employee concerned’ should get an 
opportunity to know his defects, if any, which he should 
consciously endeavour to Temedy in the subsequent year. 


2. Government have noticed that the instructions for the 
adverse remarks to be conveyed promptly to the employees 
concerned are not being observed. In some cases the adverse 
remarks are communicated very late. 


. 


3. If the remarks are not conveyed within the first few 
months. after the completion of the year to which the annual 
confidential report may relate, the employee concerned would be 
deprived of the earliest opportunity to make improvement in the 
light of the advice from the adverse remarks communicated to 
him. Thus the basic Purpose of communication of adverse 
Temarks, that is to ensure improvement in the person concerned 
would be defeated. This would be against the administrative 
interest as also against the interest of the individual. 


4. Government have taken serious note of the above 
situation and desire that the policy to convey the adverse 
remarks promptly to the employee concerned must be followed in 
letter and spirit. Government further desire. that the 
communication of the adverse remarks should in no case be 
delayed beyond three months of the receipt of the annual confidential 
report in the office/organisation concerned from the reporting/ 
reviewing authority. It has been also to be ensured by this prompt 
communication of adverse remarks that representations, if any, 
against such adverse remarks, which are to be made within 
three months of the communication, are settled at the earliest. 
This will enable the employee concerned to know finally the 
» impact of the adverse remarks so that he has full oportunity to 
“rectify his defects at the earliest. This will also serve an 
administrative interest. 


5. The’ instructions quoted in para 1 above also make it 
clear that no notice should be taken of adverse remarks if they 
have not been conveyed. Thus the non-communication of the 
adverse remarks condones the guilt of the employee reported 
upon merely by default of the authority responsible for the 
maintenance of the annual confidential reports. This inter alia, 
adversely affects the administrative interest. It is, therefore, 
also very necessary to impress upon all concerned to observe 
the instructions meticulously and that the official/officers 
responsible for unjustified delay in communicating the adverse 
remarks ordinarily beyond three months shall be liable to 
disciplinary actions. 


6. The receipt of this letter may kindly be acknowledged. 
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NO. 9128-2STI-76/ 


The Chief Secretary to Government, Punjab. 


All Heads of Departments 

Commissioners of Divisions, 

Deputy Commissioners, 

Registrar, Punjab and Haryana High Court, 
District and Sessions Judges and Sub-Divisional _ 
Officers (Civil) in the State. 


Dated Chandigarh, the 13th October, 1976. 

















No. 14102, 
GI-57/22998, 
dated 15th 
November, 
19577, 


2. No. 
10542-GII- 
59/26741, 
dated 17th 
December, 
1959, 


3. No. 
6789-Ser- 
vices 2(I)- 
69/28237, 
dated 28th 
November, 
1969, 


Subject. : 


Sir, 
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Writing of confidential reports--work connected with 
the. Family Planning Programme. 


I am directed to invite your attention to Punjab Govern- 


ment 


annual 


following 
(i) 

(ii) 

(iii) 


instructions 
margin. In the said instructions 
Deputy Commissioners and S.D.QOs. 
confidential 
Divisional, 


circular letters noted in the 
the Divisional Commissioners, 
(C) were authorised to write 
reports of the Departmental Officers at 
District and Sub-Divisional level respectively on the 
aspects of their work 


contained in 


Reputation for honesty ; 
Relationship with public ; 


Implementation of Development schemes and policies of 
Government. E 


2. As already emphasised,—vide demi-official communi- 


cation No. 4421-IHBIV-76/15906—09, dated 19th May, + 1976, 
Government attaches great importance to the Family Planning 
Programme and desires to achieve maximum targets with the 
co-ordination of all Departmental Officers. It has, therefore, 
been decided that the S.D.Os. (C), the Deputy Commissioners 
and the. Divisional Commissioners will record in the annual 
confidential reports the performance of various Departmental 


Officers functioning in their respective jurisdiction 
the Family Planning targets entrusted to them. 
will be covered under the broad 


in achieving 
These remarks 
mentioned in 


category (iii) 


paragraph I above. 


Kindly ensure meticulous compliance. of these instructions 
and acknowledge receipt of this letter. 


4 


Yours faithfully, 
Y.S. RATRA, 


Jeint Secretary, Personnel, 
for Chief Secretary to Government, 


Punjab. 
A ‘copy is forwarded to Financial Commissioners and 
Administrative Secretaries to Government, Punjab for similar 
ACEO sas: 


G. L. SADANA, 
& 


Section Officer, General Services, 
for Chief Secretary to Government, 
Punjab. 





» 


—_ 
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U.O. No. 9128-2SII-76/dated Chandigarh, the 
13th October, 1976 


A copy is forwarded to Principal Secretary to C.M./Deputy 
Principle Secretary to C.M. and Secretaries/Private Secaretaries 
to Ministers and Deputy Ministers for information and necessary 
action. 


G.L. SADANA, 
Section Officer, General Services, 
for Chief Secretary to Government, 
Punjab. 


U.O. No. 9128-2SII-76/dated Chandigarh the 
13th October, 1976 


IMMEDIATE 
No. 12078-2GS-76/5473 


From 


The Chief Secretary to Government Punjab. 


All Heads of Departments in the State. 
Dated Chandigarh, the 9th February, 1977. 


Subject ‘--Writing of annual confidential reports of the depart- 
mental officers posted at Divisional, district and 
sub-divisional level by the Commissioner, Deputy 
Commissioner and Sub-Divisional Officer (Civil) 
respectively. 


Sir, 


I am directed to invite your attention to Punjab Govern- 
ment instructions contained in their letter No. 9128-2SII-76/, 
dated the 13th October, 1976, according to which the Divisional 
Commissioners, Deputy Commissioners and Sub-Divisional Officers 
(Civil). are authorised to write annual confidential reports of 
the officers of all the Departments (except the police officers) 
functioning in their respective jurisdiction on the following 
aspects of their work :-- 


(i) Reputation for honesty ; © 
(ii) Relationship with public ; and 


(iii) Implementation of development schemes and policies 
of Government (including Family Planning Pro- 
gramme). 


The above policy has been laid down to enable the 
Commissioenrs/Deputy Commissioners/Sub-Divisional Officers (C) 
to perform their co-ordinating role effectively. 


2. It has come to the notice of Government that the Com- 
misioners/Deputy Commissioners/Sub-Divisional Officers (C) are 
experiencing difficulty in writing the reports of all the 
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departmental officers because they do not have complete list of 
such officers functioning in their respective jurisdiction. In 
some cases even the forms of the reports are not supplied to 
them by the respective Departments. In order, therefore, to 
ensure that: the above Government policy is meticulously followed, 
I am directed to request you to kindly supply a list of the 
officers of your Department functioning at Divisional, District and 
Sub-Divisional level direct to ‘the concerned Commissioner, 
Deputy Commissioner and Sub-Divisional Officer (C) in the pro- 
forma enclosed, as early as possible and in any case not later 
than 28th February, 1977. A copy of the list, so supplied to the 
Commissioners/Deputy Commissioners/Sub-Divisional Officers (C), 
may also kindly be sent to the Chief Secretary to Government, 
Punjab (in General Services Branch). It may also kindly be 
ensured that any addition or deletion in the list be similarly 
intimated to the concerned Commissioner/Deputy Commissioner/ 
Sub-Divisional Officer (C) with a copy to the Chief Secretary to 
Government, Punjab (General Services Branch) so that the list 
is kept up-to-date. 


~ $$. The receipt of this letter may kindly be acknowledged. 
Yours faithfully, 
HARDIP SINGH, 


Under Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 





Name of the Department 
iit. 


Divisional level posts, District level posts, Sub-Divisional level posts 
reports in respect of reports in respect of reports in respect of ~*. 
whose incumbents are whose incumbents are whose incumbents are to 
to be written by the to be written by the be written by the Sub- 
Commissioner Deputy Commissioner Divisional Officer (Civil) 
Sr. Name of Name of Sr. Name of Name of Sr. Name of Name of 
No. of the Division No. the post “District No. the post the Sub- 2 
post Division — a 
E 
a 


DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE REFORMS 
No. 11540-2GSI-77/2402 


From 


The Chief Secretary to Government, Punjab. 
To 


All Heads’ of Departments, Commissioners of Divisions, 
Registrar of Punjab and Haryana High Court, District 
and Sessions Judges and Deputy Commissioners in the 
State and the Financial Commissioners and all Adminis- 
trative Secretaries to Government, Punjab. 


Dated, Chandigarh, the 23rd January, 1978. 
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Subject :--Writing of Annual Confidential Reports--Expunction of 
adverse remarks--policy regarding. 


SLE; 


I am directed to address you on thé” subject noted above 
and to say that,--vide Punjab Government instructions No. 4225- 
2SI1I-74/21500, dated 15th july, 1974, it stands emphasised that 
there should be no unreasonable and unjustified delay in writing 
the annual confidential reports of Government employees and 
that it should be ensured that the tendency of late-recording/ 
non-recording of confidential reports on the part of the vaious 
reporting authorities is curbed. Further, --vide Punjab 
Government instructions No. 2172-2SII-75/15598, 28th April, 1975, 
it has been laid down that the work of writing of confidential 
reports of all employees should be completed within the month 
of April each year and a report be sent to that effect to the 
Chief Minister, Punjab. As laid down in Punjab Government 
instructions No. 2090-2SII-75/3767, dated the 22nd September, 
1975, communication of the adverse remarks should in no-case 
be delayed beyond three months of the receipt of the annual 
confidential report in the office/organisation concerned, from.the 
reporting/reviewing authority, because if the remarks are not 
conveyed within the first few months after the completion of the 
year to which the annual confidential report may relate, the 
employee concerned would be deprived of the earliest opportunity 
to make improvement in the light of the advice emanating from 
the adverse remarks communicated to him. Thus the basic 
purpose of hte communication of adverse remarks is to ensure 
improvement in the work and conduct of the person concerned. A 
representation against the adverse remarks can be made wihtin 
three months from the date of the letter communicating adverse 
remarks to the employee concerned, and time-barred representa- 
tions are to be straightway rejected as per policy laid down in 
para 12 of the Punjab Government instructions No. 2334-ASI-60/ 
15708, dated 3rd May, 1960. Recourse to expunction of adverse 
remarks is to be had only in cases of exceptional character 
viz. whereas a result of the examination of the representation 
against the adverse remarks, it is found that the remarks are 
malafide or are based on patent error of fact. There is a 
tendency among all Classes of State Services to make approaches 
in violation of Government instructions stated above, and to 
get the previously recorded adverse remarks expunged/modified. 
Attempts are made to get the time-barred representations 
entertained on one pretext or the other whenever the atmosphere 
is found congenial with changes in political or administrative 
set up. To curb such tendencies instructions were issued,--vide 
Punjab Government letter No. 3871-Services 2(5)-68/14567, dated 
24th May, 1968 laying down as under :-- 

aa 


‘“Remarks recorded in the annual confidential reports 
against which a representation has not been filed within 
the prescribed period or if so filed, has been rejected 
should not be expunged inspite of the fact that at some 
later date a succeeding authority has a different view. 
The succeeding Minister or officer may record his own 
remarks and get the same also placed on the personal 
file of the employee reported upon where he has a 
different view in regard to the remarks in the 
confidential report recorded by a previous Minister/ 
Officer". 
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2. Despite the clear and categorical policy stated above, 
it has been observed that a tendency persists among Government 
employees to represent against even the slightest of remarks 
which are not in their favour and to indulge in all kinds of 
pressures to get such remarks expunged. If this tendency is 
encouraged and reporting officers are challenged at the 
slightest provocation about the remarks which have been given 
in the normal course of their observations of their subordinates, 
then it is felt that the main objective of writing confidential 
reports will stand defeated and the reporting officers will not 
be able to express their opinion in a clear and frank manner. 
I am, therefore, directed to reiterate the Government's policy as 
stated above for strict compliance and to stress that only if 
patent errors of facts or mala fide intention behind the remarks 


are fully established, the adverse remarks should be expunged, 
otherwise not. 


3. Kindly acknowledge its receipt. 


Yours faithfully, 
G.S. AGGARWAL, 


Deputy Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 


No. 1353-2PP-78/5984 
GOVERNMENT OF PUNJAB 


DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE REFORMS 
To 


All Heads of Departments, Commissioners of Divisions, 
Registrar of Punjab and Haryana High Court, District 


and Sessions Judges, Deputy Commissioners in the 
State. 


Dated Chandigarh, the 15th/16th March, 1978. 


Subject :--Writing of Annual Confidential Reports--Communication 
of adverse remarks--Strict observance of. 


Sir, 


I am directed to address you on the subject and to say 
that in Punjab Government circular letter No. 2090-2SI1-75/3767, 
dated the 22nd September, 1975, it was emphasised that the 
communication of adverse remarks should in no case be. delayed 
beyond three months from the date of the receipt of the annual 
confidential report. It was further stated that disciplinary 


action should be taken against the officials responsible for any 
delay. 


2. It has been observed that certain officers/officials 
manage to have adverse remarks not conveyed to them in time, 
so that they can take shelter behind the Plea of being not aware 
of the adverse remarks at the time of their Promotion, crossing 
of efficiency bar, premature Tetiremeat etc. In such cases 
collusion between the officials reported upon and certain 
persons working in the office of the authority -required to 


convey the adverse remarks cannot be sruled. Wout. am, 
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therefore, directed to request you to ensure that the adverse 
remarks recorded in the annual confidential report of an 
official are conveyed to him immediately after the report is 
received duly completed. In cases of delay the responsibility for 
the non-conveyance of adverse remarks must be fixed® and 
suitable action taken against the defaulter. 


| 
3. The above instructions may, please be brought to the 
notice of all concerned for strict compliance. 


4..Kindly acknowledge the receipt of this letter. 
Yours faithfully, 


G.L. SADANA, 
Section Officer, Personnel Policies, 
for Chief Secretary to Government, Punjab. 


A copy each is forwarded to all Administrative Secretaries 
to Government, Punjab, for information and necessary action. 


2. They .arefurther' requested to ensure that all the 
authorities under their control observe the above instructions in 
letter and spirit and no laxity is shown in dealing .with the 
defaulters. 

G.L. SADANA, 
Section Officer, Personnel Policies, 
for Chief Secretary to Government, Punjab. 
To 
All Administrative Secretaries to Government, Punjab. 


U.O. No. 1353-2PP-78, dated Chandigarh, the 15th/16th 
March, 1978 


IMMEDIATE 
No. 15/7/78-2PP/7186 
GOVERNMENT OF PUNJAB 
DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE REFORMS 


All Heads of Departments in the State. 
Date, Chandigarh, the 27th August, 1979. 
Subject :--Writing of annual confidential reports of the depart- 
mental officers Posted at Divisional, District and Sub- 
Divisional levels by the Commissioner, Deputy Com- 


missioners and Sub-Divisional Officers (Civil), 
respectively. 


Sir, 
I am directed to invite a reference to Punjab Government 


letter No. -12078-2GS-76/5473, dated the 9th February, 1977, on 
the subject in which you were requested to supply a list (in 


\ 
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the prescribed pro forma) of the officers of your Department 
functioning at Divisional, District and .Sub-Divisional levels 
direct to the concerned Commissioner, Deputy Commissioner and 
Sub-Divisional Officer (C) so as to enable them to write the 
annual confidential reports on such officers. You were also 
required to ensure that any addition or deletion in the said 
list was similarly intimated to the concerned Commissioenr/ 
Deputy Commissioner/Sub-Divisional Officer (C). It has been 
observed by the Government that the instructions are not being 
observed meticulously with the result thatthe concerned Com- 
missioners/Deputy Commissioners/Sub-Divisional Officers (C) are 
finding it difficult to write the reports. I am, therefore, 
directed to request you that the requisite lists may please be 
sent to them immediately with copies to Government. Further, to 
keep the concerned Commissioner/Deputy Commissioner/Sub- 
Divisional Officers (C) informed of the posting and transfers of 
officers of your Department in the Division/District/Sub-Division, 
you are also requested to send a copy of the posting/transfer 
orders whenever these are issued, to the concerned Commissioner/ 
Deputy Commissioner/Sub-Divisional Officer (C). 


Yours faithfuly, 


P.S. CHAWLA 


Under-Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 


No. 15/7/78-2PP/7187, dated Chandigarh, the 27th 
August, 1979 


A copy is forwarded to the Commissioner, Deputy Com- 
missioner and Sub-Divisional Officer (C) in the State for informa- 
tion. 


2. They are requested to ensure that the listsof all the 
departmental officers functioning in their respective jurisdiction 
are supplied to them by the Heads of the Departments and if 
any difficulty is experienced in this behalf, the same may be 
brought to the notice of this Department for further necessary 
action. , 


P.S. CHAWLA, 


Under-Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 
A copy is forwarded to all Administrative Secretaries to 
Government, Punjab for information and necessary action. 


P.S - CHAWLA, 


Under-Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 


All Administrative Secretaries to Government, Punjab. 


U.O. No. 15/7/78-2PP, dated Chandigarh, the 27th 
August, 1979 
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No. 15/12/79-2PP/8519 
GOVERNMENT OF PUNJAB 


DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 


(Personnel Policies Branch) 
To 


All Heads of Departments, Commissioners of Divisions, 
Deputy Commissioners, Registrar, Punjab and Haryana High 
Court and S.D.Os. (C) in the State. 


Dated Chandigarh, the 4th September, 1979. 


Subject :--Writing of Annual Confidential Reports--Recording of 
"No Remarks" by the higher authority. 





Sir, 


I am directed to say that in the annual confidential 
reports if the final authority records the words "No remarks", 
"Seen" or simply appends his signatures, the view is generally 
taken that the remarks recorded by the lower authority stand. 
It is not interpreted that the remarks of the lower authority get 
nullified or expunged, whether good or bad. However, a case 
has come to the notice of the Government where .the first 


‘reporting authority recorded some adverse remarks and the 


higher authority recorded "No remarks'. When the comments of 
that authority were called for on the representation of the 
officer, the higher authority sent a reply that the words "No 
remarks" recorded by it meant that the adverse remarks of the 
first reporting authority had been washed out. 


2. In order to clarify the position, the following relevant 
extracts from the instructions contained in Punjab Government 
circular letters quoted in brackets are reproduced: :-- 


"PARA~-10--EXPLANATORY NOTES" 


"Where, however, an adverse remark has not sp¢cifically 
been denied by a higher authority, it should be 
conveyed. It is, however, open to that authority to 
decide that any adverse remarks need not be 
communicated 4 X Xx 


(No. 2334-ASI-60/15708, dated 3rd May, 1960) 


(iii) Where two reporting authorities recommended the 
issue of an appreciation letter and the highest 
authority does not contradict that recommendation 
but records the words "Seen" or "No remarks" or 
simply. appends his signature, an appreciation 
letter may be issued. Where, however, the final 
authority controverts the recommendation of the 
lower authority, no letter of appreciation should be 
issued." 


(No. 3270-ASI-65/11454, dated 3rd April, 1965) 


_ In the face of the above provisions, there can be no two 
opinions about the correct meaning of the higher authority's 
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words 'No remarks'. Nevertheless, in order to put the matter 
beyond any shadow of doubt, I am directed to clarify that the 
recording of the words 'No remarks' by the higher/highest 
authority does not mean that the remarks of the first or second 
reporting authority cease to exist. On the other hand, they 
mean that the higher/highest authority agrees with the remarks 
or has no reason to differ from them, whether good or bad, 
recorded by the lower authority/authorities. 


3. These instructions may please be brought to the notice 
of all the officers/officials working under you for information 
and guidance. 

P.S. CHAWLA, 


Under Secretary (Personnel), 
for Chief Secretary to Government, Punjab. 


No. 15/12/79-2PP/8520, dated Chandigarh, the 4th 
September, 1979. 


A copy each is forwarded to all Administrative Secretaries 
to Government, Punjab, for information and necessary action. 


P.S. CHAWLA, 


Under Secrecary (Personnel), 
for Chief Secretary to Government, Punjab. 


No. 15/12/79-2PP/8521, dated Chaudigarh, the 4th 
September, 1979. 

A copy each is forwarded to the Secretaries/Private 
Secretaries to the Chief Minister/Ministers/Ministers of State for 
the information of the Chief Minister/Ministers. 


P.S. CHAWLA, 


Under Secretary (Personnel), 
for Chief Secretary to Government, Punjab. 





No. 15/7/78-2PP/9027 Important 
GOVERNMENT OF PUNJAB Immediate 
DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 


(Personnel Policies Branch) 
To 
All Heads of Departments in Punjab. 
Dated Chandigarh, the i4th September, i979. 


Subject :--Writing of annual confidential reports of the depart- 
mental officers posted at divisional, district and sub- 
divisional levels by the Commissioners, Deputy 
Commissioners and Sub-Divisional Officers (Civil) 
respectively. 
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Sir, 


I am directed to say that in Punjab Government circular 
letter No. 12078-2GS-76/5473, dated 9th February, 1977 on the 
subject noted above, you were requested to supply lists of the 
officers of your Department functioning at Divisional, District 
and Sub-divisional levels direct to the concerned Commissioner, 
Deputy Commissioner and Sub-Divisional Officer (Civil) so as to 
enable them to record their remarks in the annual confidential 
reports on your officers in respect of the following aspects of 
their work :-- 


(i) reputation for honesty ; 
(ii) relationship with public ; and 


(iii) implementation of developmental, schemes and 
policies of. Government. 


Further instructions were isued in circular letter No. 15/7/78-2PP/ 
7186, dated 27th August, 1979 that in order to ensure the 
meticulous observance of the  instructions,. the concerned 
Commissioner/Deputy Commissioner/Sub-Divisional Officer (Civil) 
should be kept informed of the posting and transfer of officers 
of your Department. 


2. I am now directed to say that in case a proforma has 
been prescribed for recording the annual confidential reports 
on the Officers of your Department as should be the case, it 
may please be modified so as to provide a place for the 
recording of remarks by the Commissioners, Deputy Commissioners 
and S.D.Os. (Civil). This work may please be completed at the 
earliest and a copy of the proforma so modified should be 
furnished to this Department for information and record. 


3. I am further to request that you should obtain the 
remarks on your field officers from the concerned Commissioner/ 
Deputy Commissioner and S.D.0. (Civil) and place them on the 
ACR files of the pertinent officers of your Department without 
fail. Without these remarks, the ACRs would not be treated as 
complete. 


Yours faithfully, 


P.S. CHAWLA, 


Under Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 


No. 15/7/78-2PP/9028, dated Chandigarh, the 14th 
September, 1979. 


Copies are forwarded to all Commissioners/Deputy Com- 
missioners and Sub-Divisional Officers (Civil) in Punjab for 
information and necessary action in continuation of Punjab 
Government endorsement No. 15/7/78-2PP, dated 27th August, 
1979. 


P.S. CHAWLA, 


Under Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 
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No. 15/7/78-2PP/9029, dated Chandigarh, the 14th 
September, 1979 . 


Copies are forwarded to all Administrative Secretaries for 
information and necessary action. 


P.S. CHAWLA, 


Under Secretary, Personnel, 
for Chief Secretary to Government, Punjab. 


Urgent 


No. 15/16/79-2PP/11933 © 
GOVERNMENT OF PUNJAB 


DEPARTMENT OF PERSONNEL AND 
ADMINISTRATIVE REFORMS 


(Personnel Policies Branch) 
Chandigarh, the 5th December, 1979. 
To 


All Deputy Commissioenrs in Punjab. 


Subject :--Writing of confidential reports--Work connected with 
Lok Sabha Elections. 


Sir, 


I am directed to say that in Punjab Government circular 
letters noted in the margin, the Divisional Commissioners, 
Deputy Commissioners and Sub-Divisional Officers (C) were 
authorised to write annual confidential reports of the 
departmental officers at divisional, district and sub-divisional 
level respectively, on the following aspects of their work :-- 


(i) Reputation for honesty 


(ii) Relationship with public ; 

(iii) Implementation of development schemes and Policies of 

Government. s 

2. The Election Commission of India has decided that for 
the effective control and Supervision of Election work, the 
entries may be made in the Annual Confidential Reports of the 
State Government Officers/Officials appointed as election 
authorities in so far as their work connected with the elections 
is concerned. It has been decided that at the time of recording 
the views in the A.C.Rs., in pursuance of above mentioned 
instructions, the Deputy Commissioners will also make a mention 
in the annual confidential reports about the performance of the 
departmental officers at district level Put on Election duty in 
connection with the coming Lok Sabha Elections. These remarks 
will be covered under the broad category (iii) mentioned in 
Paragraph 1 above. 


3. Kindly ensure meticulous compliance of these instruc- 
tions. — ; 


Yours faithfully, 


P.S. CHAWLA, ; 
Under Secretary, Personnel. 
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No. 15/16/79-2PP/11934, dated Chandigarh, the Sth 
December, 1979. 


A copy is forwarded to all Heads of Departments, 
Registrar, Punjab and Haryana High Court, Commissioners of 
Divisions, and Sub-Divisional Officers (Civil) in Punjab, for 
information and necessary action. 


P.S. CHAWLA, 


Under Secretary, Personnel. 


No.  15/16/79-2PP/11935,. dated Chandigarh, the Sth 
December, 1979. 


A copy is forwarded to the Chief Electoral Officer, 
Punjab, Chandigarh, in continuation of this Department 
endorsement No. 15/16/79-2PP/11126, dated 8th November, 1979, 
for information. ; 


P.S. CHAWLA, 


Under Secretary, Personnel 


No. 15/16/79-2PP/11936, dated Chandigarh, the 5th 
December, 1979 : 


Copies are forwarded to all Administrative Secretaries, 
Government, Punjab, for information. 


P.S. CHAWLA, 
Under Secretary, Personnel. 


Extract of Para 8 of Punjab Government Circular 
letter No. 20/19/80-1PP/7433, dated 2nd July, 1980 


REPRESENTATIONS AGAINST ADVERSE REMARKS 


8. The representations against adverse remarks 
communicatéd to the employees, if made, are required to be 
disposed of finally within a Period of three months from the 
date of their submission. This time-limit was fixed keeping in 
view the fact that the Government employee concerned does not 
remain in suspense as to the fate of his representation. Delay 
in deciding such representations also causes repercussions on 
the cases of promotion, crossing of efficiency bar etc., of the. 
employees concerned. 


9. Despite the directions referred to above, Government 
have observed that these instructions are not being followed 
meticulously. No concrete steps have been taken by the 
Administrative Departments/Departments to expedite such cases 
and orders of the appropriate authority have not been obtained 
for the extension of the Period of suspension beyond the 
Prescribed limit. It has specially been observed that,-- 


(a) Government employees are not being confirmed 
expediously, in spite of the fact that permanent posts 
are available ; 
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(b) passing of final orders on the representations against 
adverse remarks is abnormally delayed. One of the 
reasons of delay in such cases is that the comments 


of the reporting officers are not received for a long 
time ; and 


(c) cases of crossing of efficiency bar have not been 
taken up well in time. In some cases orders are 
passed even after a lapse of more than one year, 
there being no justification to delay the matter ; 

(da) cases of promotions, seniority fixation and disciplinary 
proceedings have not been expeditiously dealt with. 


10. The above state of affairs, Government feels requires 
to be remedied to improve efficiency in the administration. In 
the above circumstances, a _ special compaign is considered 
essential to finalise the pending cases of Government employees 
in respect of their service matters. It is, therefore, requested 
that steps be taken to dispose of such cases within a period of 
three months, as far as possible, by meticulously observing 
Government instructions referred to above. A monthly review of 
each case be made so as to take necessary steps where called 
for. 


No. 15/7/80-2PP/3386 
GOVERNMENT OF PUNJAB 


DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 


(Personnel Policies Brach) 
Dated Chandigarh, the 26th March, 1981 


All Heads of Departments, 

Registrar, Punjab and Haryana High Court, 
Commissioners of Divisions, Deputy Commissioners 
and Sub-Divisional Officers (Civil) in Punjab. 


Subject :--Writing of Annual Confidential Reports. 
Sir, 


I am directed to invite your attention to the instructions 
contained in explanatory note (i) below paragraph 3 of the 
consolidated circular letter No. 2334-ASI-60/15708, dated 3rd 
May, 1960, wherein it was stressed that very slight defects 
should be brought to the notice of an officer verbally in the 
way of advice and guidance and need not find mention in 
confidential reports unless they are of a type which have been 
more than once brought to the subordinates attention but which 
he nevertheless persists in. It has been observed by Government 
that some authorities while writing Annual Confidential Reports 
of their subordinates continue to make mention of such matters 
as have nothing to do with the performance of an officer, eign, 
the officer has a long stay at a particular station and requires 
shifting etc., which as a matter of policy should not find place 
in the Annual Confidential Reports. An officer holds an 
appointment. subject to the pleasure of the Government ad his 
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continuance at a particular station is not a matter of his choice. 
THe remarks of these type are not. of a remediable nature for 
which the official/officer could make an effort to improve or 
remove the same that the instructions of Government referred to 
above, should be brought to the notice of all concerned again 
and the tendency of recording remarks unrelated to an officer's 
performance should - be stopped imemdiately. The 
recommendations regarding transfers etc. should be sent to the 
authorities concerned in separate communications. 


Yours faithfully, 
JASWANT SINGH, 


Under Secretary to Government, Punjab. 
(Personnel). 


No. 15/7/80-2PP/3387, dated Chandigarh, the 26th March, 
1981. 


A copy is forwarded to all Administrative Secretaries to 
Government, Punjab for information and necessary action. 


JASWANT SINGH, 


Under Secretary, .Personnel. 


No. 4/6/81-2PP/7908 
GOVERNMENT OF PUNJAB 


DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 


(Personnel Policies Branch) 
Dated Chandigarh, the 7th June, 1982. 
To 


All the Heads of Departments, 

Registrar, Punjab and Haryana High Court, 
Commissioners of Divisions, 

Deputy Commissioners and Sub-Divisional 
Officers (Civil) in the State. 


Subject :--Writting of Annual Confidential Reports--Recording of 
remarks by the Reporting/Reviewing Authority- 
Prescribing of time limit to avoid delay. 


Sit, 


I am directed to invite a reference to Punjab Government 
circule: letter No. 4225-2SII-74/21500, dated the i5th July, 
1974, on the above subject, and to say, that it has been 
repeatedly emphasised that there should be no delay in writing’ 
of annual confidential reports and that a certificate should be 
furnished by all Heads of Departments to the Administrative 
Secretaries concerned within one month, to the effect that the 
confidential reports of all the employees have been recorded in 
their respective departments by the due date. It has, however 
been observed that these instructions are not being ‘followed, 
with the result that confidential reports on the work and 
conduct of officials/officers continue to be recorded very late 
and the requisite certificate is not furnished within the 
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prescribed period. Government have, therefore, reconsidered the 
whole matter and the following time-limit is prescribed for 
writing of annual confidential reports :-- 


(i) The Annual Confidential Reports shall be written 
for each financial year and transmitted to the 
reviewing/accepting authority by the reporting 
authority by the 31st May each year. 


(ii) The reviewing authority and accepting authority 
shall record their remarks within a period of one 
month from the date of receipt of the report from 
the reporting authority. 


(iii) A confidential report: shall also be written when 
either the Reporting Authority or the employee 
reported upon relinquishes charge of the post, and 
in such a case it shall be written within two 
months of the relinquishment of his charge of the 
post. 

(iv) In the event of change of portfolios, a Minister or 

Minister of State or a Deputy Minister or the Chief 
Parlimentary Secretary may alsd if he had not 
done so previously, record remarks on _ the 
confidential report of officers subordinate to him, 
within two months of his relinquishing the charge 
of his previous portfolio. 


(v) All the authorities while recording their remarks 
on the confidential report, shall indicate the date 
of recording their remarks on the confidential 
report. 


(vi) The Heads of Departments shall furnish to their 
Administrative Secretaries concerned, a certificate 
by 30th September every year, certifying that all 
the confidential reports in their departments have 
been duly recorded and placed in personal ‘files 
of the officers/officials concerned. 


(vii) In case the annual confidential report in respect 
of any employee is not recorded by the 30th 
September, by the authorities concerned, the 
report written thereafter shall not be placed on 
his personal file and only a certificate, duly 
signed by the competent authority, should be 
added in personal file of the Government employee 
that the work and conduct of the officer/official 
concerned during the period in question, was 
satisfactory. 


2. It has been further decided that adverse notice should 
be taken of those Reporting Authorities who do not record the 
annual confidential reports on time, and superior officers of 
such Reporting Authoritiés may record this lapse in the annual 
confidential reports of such defaulting Reporting Authorities. 
This decision of Government may kindly be brought to the notice 
of all concerned for strict compliance. 


JASWANT SINGH, 


Deputy Secretary, Personnel : 
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A copy is forwarded, for information and necessary action 
to all the Financial Commissioners and Administrative 
Secretaries to Government, Punjab. 


JASWANT SINGH, 


Deputy Secretary, Personnel. 


All the Financial Commissioners and Administrative 
Secretaries to Government, Punjab. 


U.0O.No. 4/6/81-2PP, dated Chandigarh, the 7th June, 1982. 


Copy of Punjab Govérnment circular letter No. 4/6/81-2PP/11016, 
dated 9th August, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all. heads of Departments, 
ete, 2etG; 


Subject .--Writing of Annual Confidential Reports--Recording of 
remarks by the Reporting/Reviewing -Authority-Prescrib- 
ing of time-limit to avoid delay. 


I am directed to invite a reference to Punjab Government 
circular letter No. 4/6/81-2PP/7908, dated the 7th June, 1982, 
on the above subject and to say that clarification has been 


- sought as to whether these instructions are to be given retros- 


pective or prospective effect. I am to clarify that these instruc- 
tions are effective from the’ date of issue. The fact may please 
be brought to the notice of all concerned. 


Copy of Punjab Government circular letter No. 7/14/82-2PP/12395, 
dated 13th September, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 


Subject.--Annual Confidential Reports. 


I am directed to invite your attention to the instructions 
contained in para 6 of the Punjab Government Circular letter 
No. 2334-ASI-60/15708, dated the 3rd May, 1960, on the above 
subject and to say that in terms of theseinstructions annual 


‘confidential reports on the werk and conduct of an employee 


should be written by atleast two officers, except of course, in 
the case of those employees mentioned in the Explanatory Note 
below the aforesaid para, who work exclusively under one officer. 
A clarification has now been sought as to whether in the 
Departments where both Superintendents Grade I and Superinten- 
dent Grade II are working, Superintendent Grade II, who actually 
supervises the work and conduct of an employee is to initiate 
the annual confidential report or this is to be done by Superinten- 
dent Grade I who is a Gazetted Officer. 


I am to clarify in this behalf that annual confidential 
reports are to be written by these officers, irrespective of the 
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fact whether they are Gazetted or Non-Gazetted, who actually 
supervise the work and conduct of an employee subordinate to 
them and who are actually working under them. In this view of 
the matter Superintendent Grade-II, though is a Non-Gazetted 
Officer but actually supervises the work and conduct of an 
employee, should initiate the annualconfidential report of that 
employee and not the Superintendent Grade-I, who does not 
directly supervise the work and conduct of that employee. 


2. The above clarification may please be brought to the 
notice of all concerned for meticulous observance. 


a 


Kindly acknowledge. 


Copy of letter No. III. 11011/7/82-PCR(DESK), dated the 19th January, 
1983 from B.K. Sarkar, Joint Secretary to Government of India, 
Ministry of Home Affairs, New Delhi to the Chief Secretaries of 
all States/Union Territories. : 

Subject.--Effectiveness in the development and protection of 

Scheduled Castes and/or Scheduled Tribes--Separate 
column in the Character roll. 

I am directed to forward herewith a copy of the Ministry 
of Home Affairs, Department of Personnel and Administrative 
Reforms Notification No. 11059/1/81-AIS(III), dated 4th February, 
1982 (Annexure I) wherein item No. 3 in Part-II/(Assessment by 
the Reporting Authority), relating to the "Effectiveness in the 
development and protection of Scheduled Caste and/or Scheduled 
Tribes" has been incorporated in the form of the confidential 
report meant for every member of the All India Services. The 
explanation under this para mentions that this column is appli- 
cable in case of officers dealing with the development and 
protection of Scheduled Castes and/or Scheduled Tribes. This 
aspect was also brought to the notice of the State 
Governments/Union Territory Administrations in the Union Home 
Minister's D.O. letter No. III., 11011/4/80-NID(D), dated the 
10th March, 1980. 

2. It is requested that the State Government/Union Terri- 
tory Administration may take similar action for incorporating 
this column in the Annual Confidential Report forms meant for 
State Services Officers and U.T., Officers and in turn take up 
with the local bodies and co-operative bodies in your State/Union 
Territory to provide similar column in the ACR form of their 
employees. 

3. The receipt of this letter may kindly be acknowledged. 
The action taken in this regard be intimated in due course. 


GOVERNMENT OF PUNJAB 


DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 


(PERSONNEL POLICIES BRANCH) 
No. 15/5/83-2PP/4380, dated Chandigarh, the 22nd April, 1983. 
A copy with a copy of item No. III mentioned therein is 


forwarded to all the Heads of Departments, Registrar, Punjab 
and Haryana High Court, Commissioners of Divisions, Deputy 
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Commissioners and Sub-Divisional Officers (Civil) in the State 
with the request that a similar column in the A.C.R. forms of 
their employees may please be incorporated, accordingly. 


* CSG) Bae Ro Sts: ce 
Deputy Secretary, Personnel. 


A copy with a copy of its enclosure is forwarded to all 
the Financial Commissioners and Administrative Secretaries to 
Government, Punjab, for information and necessary action. 


GS Cie) ss. ages 


Deputy Secretary, Personnel. 


All the Financial Commissioners ; 


and Administrative Secretaries to Government,Punjab. 
U.0. No. 15/5/83-2PP, dated Chandigarh, the 22nq April, 1983. 


ITEM NO. III 


*Effectiveness in the development and _ protection - of 
Scheduled Castes and/or Scheduled Tribes.. 


(a) Attitude towards Scheduled Castes and/or Scheduled 
Tribes. 


(b) Sensitivity to social justice. 


(c) Ability to take quick and effective action to prevent 
and quell atrocities and ensure justice to Scheduled 
Castes and/or Scheduled Tribes. 


(d) Effectiveness in bringing . about the development of 
Scheduled Castes and/or Scheduled Tribes. 


* (Applicable in case of officers dealing with the develop- 
ment and protection of Scheduled Castes and/or Scheduled Tribes). 


Copy of Punjab Government circular letter No. 4/6/81-2PP/8158, dated 
1Sth July, 1983, from the Department of Personnel and Administra- 
tive’ Reforms, addressed to all Heads of Departments, GCC.) CEG. 


Subject.--Writing of Annual Confidential Report--Recording of 
: remarks by the Reporting/Reviewing Authority--Prescri- 
bing of time-limit to avoid delay. 


I am directed to invite a reference to Punjab Government 
circular letter No. 4/6/81-2PP/7908, dated the 7th June, 1982 on 
the subject cited above and to set out the following clarifica- 
tions and modifications in respect thereof:-- 


(i) The Cadre Controlling--Authorities shall furnish to the 
Reporting Authorities concerned the A.C.R. forms, by 
the 10th of April, each year. : 


(ii) Each authority, after recording the remarks, would 
return the ACR to the Cadre Controlling Authority, 
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which would be responsible for sending that A.C.R. to 
the next higher authority. 


(iii) It would be obligatory on Cadre Controlling Authori- 
ties to keep a track of Annual Confidential Reports 
required to be written at various levels. 


(iv) Upon relinquishing the charge of the post either by. 
the Reporting Authority, or by the Government employee 
reported upon, the ACR shall be written by the Report- 
ing Authority within a period of three months instead 
of two months, already prescribed. Similarly, the 
period of two months is raised to three months for 
recording of remarks’ by a Minister, or Minister of 
State or a Deputy Minister or the Chief Parliamentary 
Secretary, in the event of a change of their _port- 
folios. ; 





(v) In the instructions referred to above, it is provided 
that a certificate duly signed by the competent 
authority to the effect that the work and conduct of 
the Government employee was satisfactory, be added in 
personal file in case his A.C.R. is not recorded by 
the 30th September, by the authorities concerned. On 
reconsidering the matter, it is clarified, that reports 
received after 30th September should net be treated as 
invalid. They should be placed on the A.C.R. files 
alongwith a note to the effect that the report was 
received after 30th September. ' . 


(vi) As already clarified, --vide Punjab Government circular 
letter No. 4/6/81-2PP/11016, dated the 9th August, 1982, 
the instructions dated 7th June, 1982, referred to 
above, are effective from the date of their issue. 
These are, therefore, applicable to the -A.C.Rs from 
the year 1982-83 and onwards and not to the A.C.Rs. 
of the previous years. If, therefore, under instruc- 
tions dated 7th June, 1982, any certificate about the 
work and conduct of an employee for the year 
1981-82, being 'satisfactory' has been placed in the 
ACR file, the same should be removed and a properly 
recorded ACR for the year 1981-82 be placed in the 
ACR file. 


2. These clarifications/modifications may please be brought to 
the notice of all concerned for meticulous adservance. 


Copy of Punjab Government’ circular letter No. 15/10/78-1PP/1157, 
dated 23rd February, 1984, from the Department of Personnel and } 
Administrative Reforms, addressed to all Heads of Departments \ 
etc., etc. 


Subject.--Writing of the Confidential Reports of the Heads of the 
Departments (other than All India Service Officers)-- 
Procedure for. 
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I am directed to invite a reference to the Punjab 
Government instructions containedin this Department circular 
letter No. 2334-ASI-60/15708, dated 3rd May, 1960, which are 
partly reflected in para 14 of the Standing Guide on Annual 
Confidential Reports published by this Department, and to say 


that the matter regarding prescribing of Reporting, Reviewing 


and Accepting authorities in respect of the Confidential Reports 


of the Heads of Department (other than the All India Service 


Officers) has been under consideration of the State Government. 
After careful consideration, it has been decided that the 
following authorities shall be Reporting/Reviewing/Accepting 
authorities in respect of Confidential Reports of the Heads of 
Departments (other than All India State Officers) in the State. 


Reporting Authority Administrative Secretary ; 
Reviewing Authoritys Minister-in-Charge (Advisor ‘to 
= Governor under the President's 
rule. 
Accepting Authority Chief Minister (Governor under the 


President's rule), 


2. The Punjab Government instructions dated 3rd May, 1960 


as well as the para of the Standing Guide referred to above may 


be treated to have been amended accordingly. 


3. These instructions shall be effective from the Annual 
Confidential Reports for the year 1983-84 and may be brought to 
the notice of all concerned for strict compliance. 


4, Kindly acknowledge. 


Copy of Punjab Government, circular letter No. 15/23 /86-1PPI/19870, 
dated 18th December, 1986 from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc. etc. . 


Subject.--Confidential Reports--Issue of Letters of Appreciation. 


I am directed to invite a reference to the Punjab 
Government circular letter No. 3082-2SII-75/22713, dated 2nd July, 
1975, on the subject noted above and to sgy that these 
instructions were reiterated as below :-- 


(i) The letters of appreciation should be recommended and 
issued only "inreally deserving cases on the basis of 
exceptionally good work and not merely on _ the 
performance of routine duties with more than average 
ability and industry". 

(ii) At least two authorities. when there are two or more 
such competent authorities, should make the 
recommendation in clear terms. 


(iii).The work proposed for commendation should be clearly 
indicated. 


(iv) Where there is only one reporting authority and it 
recommends clearly the issue of an appreciation letter 
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and also indicates the work proposed for commendation, 
an appreciation letter may be issued in such cases. 


(v) In cases where the first reporting authority recommends 
an appreciation letter in clear terms indicating the work 
proposed for commendation and the second authority 
simply -endorsed it by saying ‘I agree', an appreciation 
letter may be issued as the words 'I agree' amount to 
endorsing the recommendation of the first reporting 
authority notwithstanding the fact that the second 
reporting authority did not clearly say in so many words 
that an appreication letter may be issued. 


(vi) Where two reporting authorities recommend the issue of 
an appreciation letter and the highest authority does not 
condradict that recommendation but records the words 
'Seen' or 'No remarks' or simply appends his signature, 
an appreciation letter may be issued. Where, however, 
the final authority controverts the recommendations of 
the lower authority, no letter of appreciation should be 
issued. 


(vii) Where the two lower reporting authorities do not 
recommend the issue of an appreciation letter but the 
highest authority makes the recommendation for such a 
letter in clear terms, a letter of appreciation should not 
be issued straightway. In such cases, a reference to the 
two lower reporting authorities where there are two or 
more such authorities should be,made asking for their 
views on the issue of a letter of appreciation. A letter 
of appreciation should be issued only if at least one of 
the lower reporting authorities is also of the view that 
an appreciation letter should be issued. 


2. Instances have, however, come to the. notice of the 
Government where these instructions have not been followed 
meticulously and it has been observed that appreciation letters are 
being issued. to the Government employees at a lavish scale in a 
routine manner by observing these instructions liberally. It is, 
therefore, requested that the basic points may be kept in view 
while issuing appreciation letters really in deserving cases strictly 
in accordance with the instructions. 


3. The above instructions may please. be brought to the 
notice of all concerned for strict compliance. 


4. Kindly acknowledge the receipt of this letter. 


Copy of Punjab Government circular letter No. 15/12/87-IPPI/1406, 
dated 25th January, 1988, from the Deparrtment of Personnal and 


Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 


Subject.--Writing of Annual Confidential Reports--Recording of 


remarks by the Reporting/Reviewing Authority--Prescribing 
of time limit to avoid delay. 


I am directed to invite a reference to Punjab Government 
circular letter No. 4/6/81-Z2PP/7908, dated the 7th June, 1982 on 
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the subject noted above and to say that it has been repeatedly 
emphasised that there should be no delay in writing Annual : 
Confidential Reports and that it should be ensured that the 
tendency of late recording/non-recording of confidential reports on 
the part of the various reporting authorities is curbed. Further, 
vide Punjab Government instructions No. 4/6/81-2PP/8158, dated 
15th July, 1983, it has been clarified that the reports received 
after 30th September should not be treated as invalid and they 
should be placed on the ACRs file alongwith a note to the effect 
that the report was received after 30th September. It has, 
however, been observed that these instructions are not being 
followed, with the result that a certificate about the work. and 
conduct of the officers/officials are being recorded as satisfactory 
where their reports are not written or written very late which is 
clearly against the instructions dated 15th July, 1983 referred to 
above. 


2. 1 am, therefore, directed to reiterate the Government's 
policy as stated above for strict compliance and to stress upon the 
Cadre Controlling Authorities to keep a track of Annual Confidential — 
Reports required to be written at various levels and get it 
recorded and placed on personal files of officer(s)/official(s). 


3. Kindly acknowledge its receipt. 


Copy of Punjab Government circular letter No. 15/11/88-1PP1/17178, 
. dated 4th November, 1988, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
% etc., etc. 


Subject.--Disposal of representations against adverse remarks 
prescribing of time-limit for. 


I am directed to.invite your attention to Punjab Government 
circular letter No. 4408-SII(1)-72/27670, dated 20th October, 1972 , 
wherein it was laid down that representations against adverse 
remarks communicated to the employees if, made, are required to 
be disposed of finally within a period of three months from the 
date of their submission. Further, a time-limit of three months for 

filing representations against adverse remarks has been specifically 

laid down in the instructions No. 5515-ASI-61/25297, dated llth 
July, 1961. It has, however, been noted that the aforementioned: 
instructions are not being fully complied with. Consequently such 
vital cases are often not finally disposed of for a long period and 
this is against the letter and spirit of the Government instrcutions. 
Therefore, it has been decided to prescribe time-schedule, as 
indicated below, for various activities involved in the disposal of 
such representations :-- 


(i) Period for communication of ..-within 15 days of the 
ot adverse remarks to the receipt of ACR. 
: official concerned 


(ii) Period for receipt of -. within three months from 
representation against the date of conveying of 
adverse remarks adverse remarks. 


MT ee 
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(iii) Obtaining comments on the’ ..within one-and-a-half (13) 
representation against months of the receipt of 
adverse remarks, from representation. 
the reporting/reviewing/ 
accepting authority 


(iv) Finalisation of action on eewithin one month. 
receipt of comments of 
reporting /reviewing/ 
accepting authority. 


2. In case the reporting/reviewing authority fails to furnish 
the comments in the above mentioned period, the competent 
authority shall invariably obtain the explanation of such defaulting 
officials for further necessary action and wherever necessary, 
remarks in this behalf may also be incorporated in the annual 
confidential reports of such defaulting officials and the case will 
be dealt with on merits. 


3. It is further emphasised that, as already prescribed in 
instructions No. 3871-SII(5)-68/14567, dated 24th May, 1968 the 
remarks recorded in the annual confidential reports against which 
representation has not been filed within the prescribed time-limit 
or, if so filed, has been rejected, should not be expunged inspite 
of the fact that at some later date his succeeding authority has a 
different view. The procedure laid down in this behalf viz., the 
succeeding Minister or officer may record his own remarks and get 
the same also placed on the personel file of the employee where 
he has a different view on the remarks recorded by the previous 
Minister/officer, should be strictly implemented in future. In other 
words, in above mentioned cases, the adverse remarks even if 
ordered to be expunged, should not be physically obliterated and 
be retained intact and subsequent orders, in this context, be only 
placed on the personel file of the employee. 


The above mentioned instructions may kindly be brought to 
the notice of all concerned for strict compliance. 


Copy of Punjab Government circular letter No. 15/11/88-1PPI/17179, 
dated 4th November, 1988, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
ELC. ets 


Subject.--Writing of Annual Confidential Reports--entry regarding 
‘integrity’. 


I am directed to invite your attention to letter No. 8588- 
G(C)-56-11533 GI(S)-56/73580, dated 4th October, 1956 (copy 
enclosed) about report regarding ‘integrity'. It has been found 
that the reporting officers continue to make non-committal remarks 
regarding '‘integrity' in. the annual confidential reports of 
Government employees. While reiterating the spirit of the aforesaid 
instructions, it has been decided that the column relating to 
‘integrity' shall be filled up as per the following procedure :-- 


(i) If the official's integrity is beyond doubt, it may ke so 
stated. 
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(ii) If there is any doubt or suspicion, the column should be 
left blank and action taken as under :-- 


(a) A separate secret note should be recorded and 
followed up. A copy of the note should also be sent 
together with the confidential report to the next 
superior officer who will ensure that the follow up 
action. is taken expeditiously. Where it is not 
possible either to certify the integrity or to record 
the secret note, the Reporting Officer should state 
either that he had not watched the official's work 
for sufficient time to form a definite judgement or 
that he has heard nothing against the officer, as the 
case may be. 


(b) If, as a result of the follow up action, the doubts 
or suspicions are cleared, the official's integrity 
should be certified and an entry made accordingly in 
the Confidential Report. 


(c) If the doubts or suspicions are confirmed, this fact 
should also be recorded and duly communicated to 
the official concerned. 


(d) If,as a result of the follow-up action, the doubts or 
Suspicions are neither cleared nor confimred, the 
official's conduct should be watched for a further 
period and thereafter action taken as indicated at 
(b) and (c) above. 


2. It is impressed upon all reporting officers that the above 
mentioned instructions shall be strictly followed in future with 
effect from ACRs for the year 1988-89, and in case an officer has 
been given a ‘good! report for integrity which is later proved to 
be wrong, the reporting officer himself would run the risk of 
earning Government displeasure/disciplinary action. 


Copy of letter No. 8588-G (C)-56-11533GI (S)-56/73580, dated 4th 
October, 1956. 


Report regarding integrity.--A special mention should 
invariably be made regarding the integrity of the officer to which 
government attached the greatest importance. It should be clearly 
stated if the officer is suspected of corruption or is believed to 
be corrupt and this opinion should generaly be fortified by 
reasons, which may be in the possession of the reporting officer. 
Any ill-considered remarks in this respect may do a lot of 
mischief and harm. On the other hand, the reporting officer must 
be quite honest and frank and discuss an officer's worth from the 
point of view of his integrity openly and frankly in the column 
"Defects, if any" or elsewhere. Government observe that reporting 
officers are still following the Practice of making’ non-committal 
remarks like 'no complaints', Government view this with disfavour 
and desire that -the practice of making non-committal entries in the 
column relating to integrity should cease. Reporting officers ghould 
give a definite opinion on the integrity of their subordinates while 
writting their confidential reports. Further, instances have come to 
the notice of Government in which even though, vrficers are being 
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proceeded against for serious forms of corruption their confidential 
reports for the same period certify their integrity to be good. It 
is felt that contradictioms of this type arise only becuase 
reporting officers are failing in their duty to make entries in the 
column relating to integrity forthrightly and without hesitation. In 
case an officer has been given a good report for integrity which is 
later proved to be wrong, the reporting officer will run the risk 
of earning Government displeasure. Ordinarilv, the inference would 
be that either he did not exercise proper..supervision or he was 
in dishonest collusion with his subordinate. The intention of 
Government is that the truth about subordinates should be known to 
reporting officer and brought to the notice of higher authorities. 
This would not, however, justify the entering of ill-considered 
remarks based on inadequate observation. i 





Copy of Punjab Government circular letter No. 15/5/89-IPPI/3726, 
dated 16th March, 1989, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 


Subject.--Writing of Annual Confidential Reports--Strict observance ~ 


of. 


I am directed to invite a reference to Punjab Government 
circular letter No. 4/6/81-2PP/7908, dated 7th June, 1982 and 
circular letter No. 4/6/81-2PP/8158, dated 15th July, 1983, which 
were reiterated,--vide circular letter No. 15/12/87-IPP(I)/1406, 
dated 25th January, 1988 wherein it has been repeatedly 
emphasised that there should be no delay in writing Annual 
Confidential Reports and that it should be ensured that the 
tendency of late recording/non-recording of confidential reports on 
the part of the various reporting authorities is curbed. It has, 
however, been observed that these instructions are not being 
followed’ strictly with the result that the case of eligible 
government employees awaiting confirmation, promotion, etc. get 
delayed and are not settled in time. 


2. It is, therefore, reiterated that the Annual Confidential 
Reports of the officers/officials should be written by the Reporting 
Authority and transmitted to the reviewing/accepting authority by 
the 3lst May each year. The reviewing and accepting authority 
shall record their remarks within a period of one month from .the 
date of receipt of the report from the reporting authority. The 
Heads of. Departments shall furnish to their Administrative 
Secretaries concerned, a certificate by the 30th September évery 
year, certifying that all the confidential reports in their 
_departments have been duly recorded and placed in personal files 
of the officers/officials concerned. Further, adverse notice should 
be taken of those Reporting Authorities who do not record the 
annual confidential reports: on time, and superior officers of such 
Reporting Authorities may record’ this lapse in the annual 
confidential reports of such defaulting Reporting Authorities. 


3. Kindly ensure meticulous compliance of these instructions. 
The receipt of this letter may also be acknowledged. 
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aust tag &: 15/19/s9-12hh/1587, fst 23 Hoedt, 1990 28 Una 
Hdald udies »2 ydudt nord fea 2s udnma ndatg & HYG fest 
= Hef »efe, »rfe | 


fea :-i38, fast w8 Gu Hse tug 2 wluardba chi Area guy 
- fateet gqueta afHnad, faudl afsd 13 Gu-Hse Merd 
(fhes) 28 fave ard | 


= ia Agata @ Asawd tied &: 15/7/78-2UhI/9027, fst 
14 Haas, 1979 @ vers fey Gudas fem 3 fore feeie de fed fave 
A gees det 3 fa nu § Bast ast aet Ai fa vmus fea & Haz, 


fag w3 Guise tus 3 dy ag oo ufoatdhit et get fro J ess 
afuned, fsuct afHaog »8 Gu-vse wend (fhes) S Set we Zi A Gd 
saz wenat chat pres gus false? 3 3s fea Hat 3 wu age vdH 
ad HAE :-- 


(i) fersedt ad gods 
(ii) Host ow Ado 
(iii) Qret Fett © og ade ud aH 3 Hard ut Stst 


fea & aeoat att aet At fa wus festa 2 ufvarshai Shi wedi 3 
Sarsit arg Adus afinodt/fsuct afumodt/Gu-tze wenat (frees) & 
AY-Hy fad Hfes att wem ad | mero qua fodsct © aH fed 
afunast, fauct afumest »3 Guise »wenct (fres) 28 Got 2 aus 
IA ado Bet 8 Gat 2 aus wus ago wet fam fon AT | fen ae 
fer 4 fac fom AT fa feot @ aust 3 ate Arar gua false? o 
HAaHS St AHS Are | 


9, Adata 2 fons fea fea forter for J fa Gudas oerfest 
ot ugar udt sgt odt dst Atet 3 aet fest <8 ATerat Tus fetset 2 
aman & afimast/fsuctt afmaat/Gu-ize wenst (few) 6 Sat e aus 
Cdn. ads Bet adt 3A Ate | 


3, Gudaz derfest § vung’? Je feo geves dist niet J fa 
fegt et user fegst a ats We 3 feo ase Azaiéa waract wet aget 
ast ater 3 fa Ga v3e/fegr/gu-ize (fAes) tua & ufuardbat chit 
Ree gus faset Adus afheod/fsudt afigss/gu-Nse ena (fAes) 
ult fgatss agergat udiet gorge 3 feqt aaat 3 fast Har qua 
fedse maodt AHST AT | 


4, fen ot ude ote srt re | 
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gst Usd 6: 15/7/90-1uht1/7681, fat 30 M98, 1990 2 dara 


Adatd, udhos 13 ysudt pura fear 25 vara naara & myo fesvat 
@ int onfe, onfe | 


fem :--ATerot gus fatet § fous gu f#e 3 AN fad fue a | 


RE dees det fa wry et fonts Gara Agate 2 aust tsa 2: 
3: 2334-8. 9A, mre -60/15708, fist 3 Het, 1960 2 da 2 ey 
feetfent nate TAA fee feo Strat fort 3 fa Ae mfaardt nme mcs du 
ag 3d asHerdhat Spat wrest gus fetlet foams gu fee 13 AN fra 
fetter ads 1 fort funet g frstots 3a (mu-z-32) Sfmt afer 38 
m3 det at fort fHRS 12 Hes 3 Gus 2 AN Sa feat aust F or sige 
fest we | 

2. Une Adatg & gest tsa S$: 4/6/s1-2ht/7008, fet 7 
gw, 1962 8 Us 1 (vi) fea fea A Stn fan A fa fesvat ® int 
mmué AUS, ysuet Adse & ga AS 30 Hada Za fea Hadifede @ad fan 
feu feg sndta atat wfemt ada fa Sqi 2 festat fea Ardbat qua fatiet 
Ga ed ae fearas ag sett att ge uw Agus nfuardut/agardpat 
chat fort fuast fee du fest adit ga | 


3, Adatg & foots fee fea »tfent 3 fa Sudaz getfest ot umwer 
dla dal oe odt att ar act m3 fA2 |h* aged Sit gus fetet 
SYaHS dfdemit gs fag a fea gs da ame faans att atet go | 
gSudaz Jetust § wa punt 32 fen dws 3 a0 fear ate | fa WiTUe 
mais agtutdbat chit Aerat qua fatet Adct feargs fist vis Ya Hane 
Jer urter 3 ot nme Ht S fea at Bost ait atet a fa fen wd fete 
fooH3 gu feu fen festa 13 wut ygudt Adsct $ as Hw @ 30 Adaz, 
3a, Gudaz SHbit fst 7 Hs, 1982 chit gerfest MoATs Sxt Atfent 
ad | 


4, fen ot ude ate dt me | 


Copy of Punjab Government circular letter No. 15/9/90-1PPI/ 
10407, dated the 12th June, 1990, from the Department of 
Personnel and Administrative Reforms, addressed to all Heads 
of Departments etc., etc. 


Subject.--Substituting the words 'ACR file’ for ‘Personal File'. 


I am directed to refer to the subject noted above and to 
Say that it has been observed by the Government that the words 
"Personal File' used in lieu of ‘ACR file' in the ‘'Standing 
Guide on Annual Confidential Reports ' sometimes - creates 
confusion. The matter has, therefore, been reconsidered and it 
has been decided that the words "Annual Confidential Report 
File' may be substituted in Place of ‘Personal File' “in the 














ee 


"Standing Guide on Annual Confidential Reports' and in the 
instructions issued,-vide this Department circular letter No. 15/ 
7/90-IPP(1)/7681, dated the 30th April, 1990, wherever these occur. 


2. The above amendment may please be brought to the 
notice of all Officers/Officials working under you for information 
and necessary action. 


3. Kindly acknowledge its receipt. 





 aadt tisa 2: 15/9/90-1Uhit1/10407, fut 12 HS, 1990 2 tng 


Add'd, udhos 13 ysudt nog fea ¢e tia Agata @ AMG feat 
2 Het onfe, onfe | 


fet :-—fort fs (vanes eis) vt at 3 mee gus fale fins 
(@ Aung. seis) 2 weet cf ead age we 


Ré Budas fen © sew 2m fos feaSe 2 fea ate FH 
gees det do fa Agata cetst fea due dist feo 3 fa "R2fSa arets 
nto ded3tae falscn" 2 ffs mem qs fale fiw (Artur 
eres) ct at 3 fort fHAS (usHos emis) @ 293 fea foni® a2 age 
aet ea Suse Der age ga, fem set fea wer ve feafort far 3 nd 
feg eHet-atat fom 3 fa "Heisa ares ts dodiBfme fetter" 13 fer 
festa 2 Teast tag S: 15/7/90-1Uni(1)/7681, fHat 30 Hay, 1990 
oor Ard aishat verest fee fart firs (uenes eee) et at 3 Ararat 
Gus fle HAS (Agus dadi3‘fans fele ets) = get ot, faa faa A 
fed ge, eas’ dist we | 


2. Sudas AU wrus nde dH ag dd Are nifuardbut/asnerdt vt 
Huot m3 Balch argeret set fame feu fenr fest we Ft | 


3. feR cf ude afe Set we | 


dast Usd 6: 15/9/91-1Uhit1/11566, fst gs mans, 1991, 2 YAas 
“3 ydudt Hud fess eo Una ngas @ AYS fest ® ih onfe | 


fast :--ysifagast 3 a® Rsardt aanerdhit cht Aat gus fadset fea 
Ystas aaat fega ystaasbut et feuerar | 


AE gerfes det 3 fa mre at |e foe tare Ragas 2 oust tiga 
3: 6257-1 wre, 59/1587, fHS1 13 ABedt, 1960 ee feeret fan ont fed 
Aube afst foo At fa Agardt aanerdit dpit Aeret qus fateet Ys 
ads, Sete du me w3 wias auai fegu yst Soshut et feuerat age 
uroufgara Adus agvedt & fowast nfuadt et 3 1 fen nda fee ag 
“itd Qn fen festa © Sfen fee wre go fA® end feaat/endt Agate /iia 
Head! AAeet, fea sest/peifeqast 3 ge neardt agnerdnt & THe 
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—Ustas auat fegu widest |e foucrat age wet de AHga wfuarci as 
ag et Hume detest ot Jeaga avtyara Dieu JU wie da | 


2, fen HRe 3 Hes festa dict fam 3 3 fed AUR aist HieT J 
fa end festa /endt Heara/ya HeaTdt He feu aest/ysifouast 3 ae 
AgaTst asHeTdt ot Asta Gus fetlse fee ysifouast 3 8a et AAT ec 
Age nfuarst 28 f23 wigs agar ad agnerdt § afes agar v3 nfAd 
aust fegu nos ase 28 fest ustaact 3 wisn ene Be sel Adus 
ashe! et fogast ufuardt ct HHdS wfuardt J | 


3, fea detest AYO ufaardbnt/asnutdmt = foe fea fot 
fest wre | 


Copy of Punjab Government circular letter No. 15/9/91-1PP1/1227 
dated 24th January, 1992 from the Department of Personnel 
and Administrative Reforms, addressed to all the Financial 
Commissioners and Administrative Secretaries to Government, 
Punjab and all Heads of Departments etc. etc. 


Subject : Writing of Annual Confidential Reports of the Non-IAS/ 
‘ PCS Heads of Departments during President's Rule. 

I am directed to invite your attention to the subject 

cited above and to say that it has been decided that the 

Annual Confidential Reports of NON-IAS/PCS incumbents of Heads 

of Department should be submitted to the Government for 

recording his assessment. 


This decision will remain in force only upto the end of 
President's Rule. 


3. Kindly acknowledge its receipt. 
Copy of Punjab Government circular letter No. 15/9/91-IPPI/2264, 


dated 13th February, 1992, from the Department of Personnel 
and Administrative Reforms, addressed to all the’ Financial 


Commissioners and Administrative Secretaries to Government, — 


Punjab and all Heads of Departments, etc., etc. 


Subject : Writing of Annual Confidential Reports of the Non-IAS/ 
PCS/Chairmen of Corporations/Autonomous bodies in the 
State during President's Rule. 


I am directed to invite your attention to the subject 
cited above and to say that it has been decided that the 
Annual Confidential Reports of Departmental incumbents of 
Chairmen of State Corporations/Autonomous bodies should be 
submitted to the Governor for recording his assessment. 


2. This decision will remain in force only upto the end 
of President's Rule. 


3. Kindly acknowledge its receipt. 
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Copy of Punjab Government circular letter No. 154/9/91—1PPI1/2265, 
dated 13th February 1992, from the Department of Personnel 
and Administrative Reforms, addressed to all the Financial 
Commissioners and Administrative Secretaries to Government, 
Punjab and all Heads of Departments etc., etc. 


Subject : Writing of Annual Confidential Reports of the Non-IAS/ 
PCS Heads of Departments during President's Rule. 


I am directed to invite your attention to Circular letter 
No. 15/9/91-1PP1/1227, dated 24th January, 1992 on the subject 
cited above and to say that the word 'Government' should be 
substituted with the word 'Governor' in the circular letter 
under reference. 


aast tiga S: 15/9/91-1Uhh /e252, fst 22 Qs, 1993 28 yhow 
m3 ysudt Hore fest 2s Ura Heatg 2 ANd festat & Het »nfe | 


feat : THA Agata @ ufoardbat Shit oResust aA tas (fst 12 HET, 
1987 3 24 gaedt, 1992 3a) fedbat admit Ararat qua feuset 
ard | 


Gudas fea 23 wmy wt et fore feegte de Ad fea foue ct 
Jetfes det 3 fa Agata 2 fore feu fed fontet fom 9 fa gmeoust oH 
@ age (fest 12 Het, 1987 3 frst 24 eaedt, 1992 3a) falafca 
nfcardnt 28 Aretet gus felset fadt at ug feo fetvet fofegtea 
at Raduféa mfoardpit |eF act fadbat at Adbut, we fa wfad nfoardt 
gAuS A 2@ ASaTa AT Wega THUS AT Ho fag A fegt chat Sst est 
saciamt debut adit | eangu Aer gus feteet fed xfuardt 2s 
fadt afo aetat 1 fafefear at mahuféa nifaardint pura false! ot 
fd we args fetafés wfsatdt 2s gy ant fee foluet fee a a 
Hotae dS a2 »8 as ant fee nfuardnt 2 du-aHA a Honlas Guat & 
fegu dist foot 1. getfest wegata fed ngdt od fa we We 2 ufuardmt eo 
folset fodbat we, fad 2 at 2 3° go wfoardot es fedbat arebat agi 
JS | fen 3qt eauast, font w3 Sus-us & maw |G ATGHE gue de fed 
2ner atst fans 3 fa Sot ardbat meat gus folect nddt, frodbat fa on 
Haatg 2 mfoardoat Shnt oRcoust aH tae fetafda ufuardbt 2s oi 
fodii adhit 13 fefeGea at Rahuféa wfoardbt 28 adi feet Ar 
Haut, fad fa Cot 2 fefeSfea at AaAuféa wfaardt gue rte AeTWaTE 
at Head THUS At HS, Jo fed wants ardetet AIST Ae : 


(@) Gat wd ant fee faa fa reer gus false! fea wftardi 
ze fadiat admit go, 32 age, A de 3st, Gai g Awa 
aus fateer fed uray ag fest we | 

(m) Qa Areret gus felset, frodbit fa fea wfuardt 28 fedbat 

aut Je “3 un fan gu fee ga fatget HaHS adit Js, 
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Gu featss G3 at ddbit wre m2 fea Hddlfeae fsatgs ad 
fest wre fa Aerer gus fetee odt fet act 3 


(2) fra fofe@Ra/ranuféa mfuardbut 28 Zug farrgan fe3 
Te JS, sot fodset § fasten ufuardt eS fart aet false 
2 5 fret fear we 


2. Gudas cAs Goi AIST qua felset 3 ag Jed fagztnit fa 
—wAeIUSt TH tds © AN fest 12 Het, 1987 SF fst 24 eaedt, 1992 
2 Adat fadbut atTett AS | a 
3. Gudas detest Adus mfuardyt 2 fonts fea feu fespi 
we | 


4. feot gerfest ot ude-aite Set wre | 


Copy of Punjab Government circular letter No. 15/23/92-1PPI/ 
9158, dated 28th May, 1993, from the Department of Personnel 
and Administrative Reforms, addressed to all the Financial 
Commissioners and Administrative Secretaries to Government, 
Punjab and all Heads of Departments, etc., etc. 


Subject : Writing of Annual Confidential Reports and Communica- 
tion of adverse remarks etc. prescribing of revised 
time schedule. 


I am directed to invite a reference to Punjab Government 
Circular letter No. 4/6/81-2PP/7908, dated 7th June, 1982; 
No. 4/6/81-2PP/8158, dated the 15th July, 1983 and No. 15/11/ 
88-1PPI/17178, dated the 4th November, 1988, on the subject 
cited above and to say that it has been observed that Annual 
Confidential Reports of the employees are not being recorded 
within the stipulated period as laid down in the Punjab Govern- 
ment instructions. Non-writing of the Annual Confidential Reports 
within the prescribed time affects proper personnel management 
and career prospects of the concerned employee(s).. This aspect 
of the matter has already been brought out pointedly in the 
previous instructions. 


2. The matter has -been considered with a view to 
revising the time schedule, already prescribed and to remove 
the discrepancies in the previous instructions. The revised 
policy regarding the time schedule for writing Annual 
Confidential Reports and for the communication of adverse 
remarks/disposal of representations against adverse remarks is 
given below :-- 


(1) The Cadre Controlling Authority shall furnish to the 


Reporting “Authority concerned, the Annual 
Confidential Report Forms by the 10th April, each 
year. y 


(2) The. Annual Confidential Reports shall be written for 
each financial year by the Reporting Authority by 
the 30th June each year. 


——_— < 





ra 


(3) 


(4) 


(5) 


(6) 


(7) 
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The Reporting Authority would be responsible for 
sending the Annual Confidential Reports to the next 
higher authority by the 30th June each year under 
intimation to the Cadre Controlling Authority. 


The Reviewing Authority ghall record its remarks by 
the 15th August each year and should pass it on to 
the next higher authority (Accepting Authority), if 
any, with a copy |for intimation to the Cadre 
Controlling Authority,! within the prescribed period. 
If there is no next higher authority,’ then the 
report may be sent back to Cadre Controlling 
Authority. The Accepting Authority shall record its 
remarks by 30th September each year and send it 
back to the Cadre Controlling Authority within the 
prescribed time schedule i.e. 30th September each 
year. c 


The Cadre Controlling Authority will maintain a 
register showing the movement of each Annual 
Confidential Report, such registers will be checked 
at random by the Department of Personnel. 


The Heads of Departments shall furnish to their 
Administrative Secretaries’ concerned a certificate by 
30th November every year certifying that the Annual 
Confidential Reports in their “Departmemts have been 
duly recorded and placed in personal files of the 
officers/officials concerned. 


In case Annual Confidential Report in respect of 
any employee is not received duly recorded from the 
Reporting/Reviewing/Accepting Authority by 30th 
September by the Cadre Controlling Authority, the 
latter would initiate disciplinary action against the 
defaulting officer(s) (who have not written the 
report) and give him/them a last chance to write 
the report. However,-inspite of this, if the report 
is not written, the Cadre Controlling Authority may 
initiate proceedings for minor penalty against the 
defaulter(s). If for any reasons, the report is not 
received latest by 31st December, a "No Report 
Certificate" duly signed by the Competent Authority 
should be added in the personal file of the 
employee congerned. R@ports received after 31st 
December eacH year should not be placed on the 
personal files of the employees concerned anqd_ will 
be treated as invalid reports. However, in case, 
the report has been recorded within the prescribed 
time schedfile, but could not reach the Cadre 
Controlling Authority due to justified reasons; for 
example misplacement of the teport in transit, such 
a report should be placed on the personal file 
within a period of six months, i.e. upto 30th June 
of the year following in consultation with the 
Department of Personnel. 
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(8) Adverse remarks recorded in the Annual Confidential 
Reports should be communicated within a period of 
one month of the receipt of the Annual Confidential 
Reports. : 


(9) A representation against adverse remarks can be 
made within a period of three months from the date 
of conveying of adverse remarks. 


(10) Comments on the representation against adverse 
remarks may be obtained from the Reporting/Review- 
ing/Accepting Authority within a period of 3 months 
of the receipt of the representation. Letters for 
comments should go’ to the _ three authorities 
simultaneously. If the comments are not received 
within a period of three months, it will be presumed 
that nocomments are to be given and further action 
should be taken immediately on merits of each case. 


(11) the final decision on the representation against 
the adverse remarks may be takenwithin a period of 
two months of the receipt of comments on the 
representations. This period shall also include the 
period for personal hearing. 


3. For strict observance of the time schedule now revised 
and prescribed for writing of Annual Confidential Reports by 
the Reporting/Reviewing/Accepting Authorities, disciplinary 
proceedings for imposition of minor penality will be initiated 
against the authorities for not writing the reports within the 
prescribed time schedule as stated above in Para 2(7). However, 
in the case of H.E. the Governor of Punjab (in case of 
President's Rule) or Ministers; the Secretary to Ministers/Private 
Secretaries to Ministers or Secretary/Private Secretary to H.E., 
the Governor, will ensure the writing of the Annual Confidential 
Reports by the Governor/Ministers within the prescribed time 
schedule. 


4. Cadre Controlling Authorities may also decide to 
introduce desk system for writing of Annual Confidential Reports 
in case of big Departments like Education, Health, Food and 
Civil Supplies, Irrigation and Power, Excise and Taxation, 
Industries, Transport, P.W.D. etc. on the lines desk marking is 
done for examinations. 


5. Cadre Controlling Authorities should also simplify the 
proforma prescribed for writing of Annual Confidential Report by 
them keeping in view the nature of duties, responsibilities and 
functions etc. etc. so as to ensure that there is no delay in 
writing of the reports because of the lengthy proforma. 


6. The revisedtime schedule may be given effect to for 
the Annual Confidential Reports for the year 1992-93 and 
onwards. 


en 
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amt tsa é: 15/4/96-121.u1.1/10236, frst 14 Ws, 1996 et anf 
<8 una Heats yRos fea A mH @ HYG fest 2 thit we J Haas 3 


fegr : Unra tres Retei (23 12 mute) fae 1970 eis adi gout 
gus fotect A fms feu gue oe | 


Sudaz fe 2a uTu et fos feet a2 fea four HH 
Jdetez det d-fa que feleet fave Addl ad geest fea feo dw 
asi wei 3 fa fagz-faue? easey gue falect A/ech fume feu sud 
dé | do det 2 fewer fed fae Steer 9 fa Une free Aeret (ez 
m2 wus) foot 2 ucts fitfent wget fest Hat fe ad Adi gaunt § gus 
fatdet ci/eh fire tea Show wre | us fen ©? adi Guta adi 3 fa 
mule fa ard a2 gant waci ai arden aact a | ANge mfuardt 33° 
fest par 6 uBN age 2 A gan ge ga/aAB wie gs st A wih gat A 
anil & gus false eat fre fee du ter a wt a B yon S A fre 
fed’ de Bat 3 | fen ome 2 nears 88 fears AA adi a nd @Hor alst 
fort 3 fa 3 2 wuis foot & mete fags ois fe wee ofoard) eet 
gay Wd Je vs/ai2 vie gs, guat & di gus fatee ci fms fea gu 
far d m2 ufsst 32 FET eB gor Sani 92 may omfuarst SB aw A 
oe gaet eon of ag fear me | fee fea el nme aizt Atet 3 fa Aad 


1 Rg 
eae 


nds ae “onal argereél § gg-ug fee di fast dei ma fe2 war ast 


tet J st fen wddt ard dist aet Ht tas hime fee adi Fuet 3 
2. Ten Usd ci udu ate Sei re | 


amst Ua 8: 15/10/94-1u1.u1.1/14065, fest 16 “ama, 1996 eT 
ant <8 dara ngara yRow festa A aH & ANG festa @ int »efe 
Haus 2 
fegr : Heat qua falyet fous, 33 aa5 PAE 2 33 agai feda ywi- 
eset at fauetat aga AS fie} AN Aral Si User ard | 
Gusaz fen 3 AS Hera @ aAaT tag S: 15/23/92- 
1Uf.ui.1/9158, fai 28 HA, 1993 &e fours teewe w2 fed faye di 
Jerez Jet 3 fa feat gerfest wot gus fateet fase, 33 AWS SHE 2 33 
aeat fega adit udi-Bovit er foueras age wd AN-nATael forfez 
fA ai 3 | fea Que fee one 3 fe fegat gefest A user Akh 
uagt-uagt fms adt fast wt fsot 3, fAne ava of ai gus folsci Ha 
AY Weg feb aicbt us, at dt gus feluet fee war 33 aust g 
foafas AN wes ase aig Aiet Oo w2 ao di 33 agai fegu yrs ysi- 
Qaspit et fouerat fre my wes aist ater Jot oufadi avderei ara 
agHerdhat/fuardoat & Ret Adc HHfext 3 sat wT Vero) fAe fa 
AN faa gus fattee Ras odi fadi Atel 3 st Gre siai Addi wt udias 
ajat Be 2 AA 3 Hi Edd Rast fea UBANS ads oofe uefe 2 fees ads 
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28 garee Tei 3 1 fen sgt, 33 aeat § Aad AN-fAd o Sir AR ne! © 


feot fega aici adi ysi-dast 3 AN’-fAa ere ar aizt we Zt A gudaz 
cn Ret wufont fey fees ase wet unas dela, fae 32 agai fegu 
as ysi-sasi 3 wisn ener Ai3 fuot Got S Argue guar avSat ta Sfas 
odt Jd | Agata fen wet aus feleet fue ® a S gz wdze feet 3 
v3 Sudaz exh adpat getfest v1 Adugz wfuardpyt 23 Pais user 
adat ags ugdt J 

2. fed =f eher fom 3 fa fearat adet al 2 ant Asch 
fra2 She Sz yrs de ga, Gor § eee J fea dw us Sadi 2 fe WS 
1993-94 epat ABer dus fetdet Addi oA A fea adil faut fame 3 fa 
fate fat ae 3 oat odt | fea ay' Ts fatget g 'fuffal’ (Missing) 
few fest vier d | fag gus fottue feei oe d2 zt Gn § fifa tar 
3a fos fea adi od 13 fad) arses] fea Smet 3 fa feo ager} we- 
us a fan GS Hdd (ulterior motive) 33 dif vei Ji wt at qua 
false fai det udiei 3 oe wt GH Adc fea Rodcifade fear 32 fa 
featve fafi-odt adi 3, fan ® aves A SA we | us fan A wes fs 
fatae § fifia ferGar aes de 3d w3 wfadi avgee act dicta fer 
for fom 31 fen wel wal 3 fa A gus fatee § fof at Sfane 
We “3 GH Aud Adt Afest fearss feu EH wre 1 fagt ant fee fase 
3 Wa 3 fa feurfeor wear, Got ant feu adas wfuardt faders sfaofeor 
Wear m2 GA feda argerel asi Fee | fen ot, fea Gat Asi aie 


3 fa veer ude gefest A nest ae user asl we mz act A aus 


fuse THs ot ert we | ome det yer feu Huai fern feara S fea 
Huds 2 vegies Set We | ‘ 





\- 
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Yerour 


at ATS 1992-93 dhat gus fateet 
Ae ant fea fadinit ar saat ga ? 
A sot, at at '3 fata Hadtetac' 
von atst AT gar dg ? A odt ata 
fom, st avgs CH We | 


. a Am 1992-93 Phat qua fadet 
f@a Ard fas fas 32 aque edn dS, gd 

Ard @ Ald aoe ate WT ya Je? A 

Sdl, 3st amg cA Ae | 

AS 1992-93 eit gus fatdet 

Hadi $3 aqaat fedu fest 

aepat y=-Bastat et ot fouerat 

3 fart 3? A ad, at args CA ATE | 

. at Am 1993-94 ept aug faucet 

Arg ant fea fedint AT sept va? 

Aq odt, 3t at 'S fadde Radtetac' 

von aigr wr gar a? FA odl dist 

fam, st args SP WE | 


. ai Ate 1993-94 Ppt que fale 
feu fre fas 33 age van va, gaAd 
te Ad ade ale AT Sa JS ? A Sct 
at args UA Ate | 


A 1993-94 epi qua faleet Addi 
32 avai fegu fest aept usi- 
aostut er oi fouerar 9 famt 3? F 
Sdt, St args PA ATE | 


al HT 1993-94 3 fueS 2H Hal fev 
atl qua face 'fifdal' (Missing) 
eM det 3d vges gus fatdet fave 
at or feue ad act fkean adit 3 | 
nf fhfta 3 3t On Adc AA ae 
argere}| ate efAyt Are | 
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amct tsa S: 15/13/97-129.ut.1/20575, frst 29 waged, 1997 ct 
anft 28 uaa ngarg unos fess A oH @ ANG feaat @ Het onfe S 
Haus: 9 | 
fest : vesst fee A dncl Ure ag ase sel Asardt wfuardit/ 
agnerdpat fit Asrer gus feldet & Yer fed ae WHS ada 
ard | 


arfedaed, ant festa, Unta.a Aoarg & fowre fev fontet 
3 fa Uwe ga am Raz, 1967 § wa Je Zadies 30 WS J Te Js ud 
Haad| vaezai fea wh 3a Arat dH Unreal amar feu udt sgt wag od d 
Hit | aaa fen wae & org age sel Agata 2B AN'-HM fag gettesi 
A wd Ast adit gs ug uA 3a Gsat gerfest wt adi var fAet ad? 
foofet | was fea We Sa aadiarat § ww @e set Aaz fea aet Suda 
adt dist ater, diet om vesat fee udi sgt oa adi d Fadi | fer 
oe, dara an am nae fee Batel Au age oe feud att wT adi dD | 
fesoes fen He 2 feats acfent dfent fea anet aist fom 9 fa tara 
Haag 2 AND fsardt/aerdhat chat werat qua fslset & facsuss 
qeran fea fea aH at amHS ag for are fa "at ufuardl/agerdi Unrefi 
fea du aget 3 2" fen sel fag aga AT 1997-98 3° ume fAdat ALT 
mtgardbut/agerdhut chat agar gus felset fedpt wrett ga, Guat 2 
fesaras Yara feu fed aH aad WHS ad fant We 


Copy of Punjab Government letter No. 15/4/98-IPPI/11966, dated 
8th September, 1998 from the Department of Personnel 
addressed to all the Heads of Departments etc. etc. 


Subject : Regarding issue of appreciation letters on the basis of 
remarks recorded in the ACRs. 


I am directed to invite your attention towards Punjab 
Government instructions bearing No. 2334-ASI-60/15708, dated 
3rd May, 1960 laying down guidelines regarding issuance of 
appreciation letters by the appointing authority or by the 
authority competent to receive confidential reports, convey 
adverse remarks and maintain the personal files of the officers/ 
officials in really deserving cases. It has come to the notice of 
the State Government’ that at times recommendations made by 
superior authorities are rejected by an officer of a lower rank 
who is otherwise competent to receive confidential reports, 
convey adverse remarks and maintain personal files of the 
officers/officials concerned. Instances have also come to the 
notice of the State Government that even in certain cases 
appointing authorities are of lower rank -than that of the 
authorities recommending appreciation letters. 


2. Keeping in view above position it has been decided 
that suitability/eligibility for issue of appreciation letters on 
the basis of remarks recorded in the Annual Confidential Reports 











hak 


of officiers/officials concerned shall be considered’ by the 
"highest Administrative Authority" i.e. appointing authority. or 
the authority to whom representation against the punishment of 
‘censure' lies under the existing rules of the department 
concerned for a particular officer/official, whichever is higher. 
If such authority, whose recomendations for appreciation are 
being considered himself happens to be the highest Administrative 
Authority, it should mean that in such cases the decision to 
issue appreciation letter shall be taken by the next higher 
authority i.e. the Administrative Secretary and in case _ the 
recommendation for the issue of appreciation letter has been 
made at the level of the Administrative Secretary himself, the 
highest Administrative Authority would mean the Minister-in- 


charge of the Department. 


3. In addition to the above instructions/guidelines 
contained in circular letter Nos. 2334-ASI-60/15708, dated 3rd 
May, 1960, 472-ASI-64/11586, dated the 9th April, 1964, and 
3082-2S11-75/22713, dated 2nd July, 1975 may also.be kept in 
view while recommending/considering cases for the issue of 
appreciation letters. 





Copy of Punjab Government letter No. 15/6/99-IPPI/12905, dated 
3rd November, 1999 from the Department of Personnel 
addressed to all the Heads of Departments etc. etc. 


Subject : Writing» of Annual Confidential Reports and 
Communication of Adverse remarks etc. prescribing of 
revised time schedule. 


I am directed to refer to Punjab Government circular letter 
No. 15/23/92-IPPI/9158, dated 28th May, 1993 on the subject cited 
above and to say that it has been observed that inspite of 
strict instructions, Annual Confidential Reports of the employees 
are not being recorded within the stipulated period as laid 
down in Punjab Government instructions referred to above. Non- 
writing of Annual Confidential Reports within the prescribed 
time, affects Proper personnel management and career prospects 
oh ag ae employee (s). This aspect of the matter has 
Qa out pointedly in the previous instructions 


2. The matter has been considered with a view to stream- 
line the Process of writing of Annual Confidential Reports within 
the time frame as prescribed vide instructions. under reference 
and it has been decided that in order to ensure that the 
officers recrod the Annual Confidential Reports of the officers/ 
officials working under them in time, a column should be added 
in the self appraisal/Annual Confidential Report form of the officer 
that he has recorded/reviewed/accepted the Annual Confidential 
Reports of his subordinates within the prescribed period. 


3. These Instructions ma 
y be bought to the i 
concerned for meticulous compliance. q : ii lll 
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dat 33 4: 15/12/99-12t.ut.1/1899, fat 4 saedt, 2000 at anit 
2 wna Head YAos festa A gH © AG festa & iff onfe § Haus 3 


fem : Haat gus fateet fey fetes aast mfvardnit =e faaras oS ae 
ystas agat Addt ysi-dasmit arg | 


AE Gudas fea = nda fes ume Ft ot fers aA Ra 2 aust 


‘igg &: 2334-2. 9R.mret.-60/15708, fest 3 Het, 1960 & Ogi 


ee fearge m3 fea faye et gees det d fa feet sertfest adh efor 
foot At fa Here gus feteet fee ut Hu tee fed 3 fa fouast ufuardt 
un dd fea agua oe Hot He-wae foutg de st A sdat te AN At 
2og fftect at G2 tug A wnt ce Sant SA aged t du x3 
wate et dent ofent at Aa fa Go ufadt fanerat fas Sa fost HaeT 


a | ystas aaa fah asnedt 6 fen aet EA Ate ga fa Gu Gai 6 ET 


age et use ad | fen Suds fen festa eh ardt getfest 4: 4514- 
Pevet 2(1)-71/30328, fust 19 otaa, 1971, eT Mune ats fem FT 
fa fen fea act wa oct fa Adus aanerdt § nual Herel Ua age UT UT 
Ja 3, ud fen a fea we] oct fa SHe Ah fey A we Cae ee | ystas 
agar fedu yst-Best Got garst fey feurdt wt Haet o Aad ystas aaS 
Test oe wt He-seor owe fa Te de 1 uds ufadt ystas fevel whe 
ade Addt yst-dost 6 wfaot Har od BHiser AT Haet fAA UT Bs gor 
a ont fan of ore fea Adus agnedt wué wend & fegu wué Ho ot 
gue dd, fan 3 »fad aga foteet feg fad ge go | Aad fan aged 
& wrué fan wend fedu Het faorfes 3 st Gfes st fea 3 fa Gu cud 3a 
3 2st SF 2st Gar yest aot oruet fearfes 3H D2 St GA 8S ATS 
yaat de Ga agevet aTSt AT HA | udg Aad ad amrerdt »ruet ystas 
agot fegu yst-adost fey uifadpat dat feeder, faot 6 fa “entAadtest At 
voed AHfser aT AaeT 3d St or Aes Suet ystaws auat fedu yst-dost 
HeAdt 30 3 de ad fest wed usfa Ae fedu Uae Agarg & agnerdt 
mrade founiedt, 1966 & foun 3(iii) et SSwer & Ada feg yr 
argeret ast at Hatt | 


2. tue fes often 3 fa csefest & wee agnedl Adus “enat 
ve fegu de 3 fare’ vst feaw Gsmwe 3S odl fSnae | AdUSs wenat 
fegu fdas gawwe ot gt S$ dae set gexfest fst 19 adag, 1971 TOT 
fe3 ae HRed 3 HS fiers feat de aast 3 fa feo oolet serfent 
we fa asnedt ystas agai § utay agerse wet yst-dadmt te 28 got 
weHst feda Ager “3 8-dioore Su ot se wa Aad aet agentat wd 
3 nruet yst-8act fea ufadbat det feter fret § fa wommadiasr at 
Cog AHia AT Hae Jd at a aes GHeT ysl-Bast HeAG! 3a 3 dU ad 
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fest we usfa Sne fega tare Agata agHedt nade fountest, 1966 & 
foo 3(iii) ot wer & Adu fea vomRat/penat aderet atst we 3 


fen dtude ote srt we | 


Copy of Punjab Government letter No. 15/6/2000-IPPI/11599, dated 
14th September, 2000 from the Department of Personnel 
addressed to all the Heads of Departments etc. etc. 


Subject : Special entry regarding census work in the Annual 
Confidential Reports of the staff engaged in the 
conduct of Census of India-2001. 


As you are aware, preparations for the conduct of Census 
of India, 2001 is in full swing. For this comprehensive task, a 
number of senior officers have been appointed as Census 
Officers, Supervisors and Enumerators have also been appointed 
from amongst school teachers and other employees of the 
Government of Punjab, its undertakings and local bodies. 


2. It is expected that all the persons deployed for the 
conduct of the Census 2001, an event of National and Inter- 
national importance, shall discharge their duties with hqnesty, 
sincerity and responsibility. The quality of work put in by the 
officers and officials and teaching staff should be mentioned in 
their Annual Confidential Reports (ACR) for the year 2000-2001. 


All the concerned officers/officials may be informed 
accordingly. 


Kindly acknowledge its receipt. 


ast tiga S: 15/23/92-1U1.ut.1/16192, fxst 29 ead, 2000 ct 
anft 2% ware Haare yas festa 2s aH & Aud feaat 2 Het orfe | 


fem : Here gus faldet AN fAd featas ade urd AY’ Agel ct wear 
udtel Yatse ard | 


Gudas fem @ Ada fea AS wat | fos aA Asarg chat 
amact tsa &: 15/23/92-1uT.u1.1/9158, fst 28 Het, 1993 (fAR at 
ant Ret Agus sra-4 & Wat/192-95 3 ef gusse J) Th wat demi 
gerfest 25 feaGe wz foye ot gees det 3 fa feot vetest af cu- 
2y mfuardint wet nee gus fellset foarax aao HedT AM Arfoet forfes 
ast vet Ht 1 fen AM Afset wong folse agst wivardit es gd AS 
30 HS 3a, fefeg aast ufuardint eB 15 “As Sa wS YETS aT 
wfoardut 28° 30 ASud Sa Fave gua faleet fea wué aaa feaas 
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aga ge Jo x3 festa & Heit 2B gs WS 30 adud 3a Hdus Yuet 
festat § Hadifede Bat get d fa festa fey Hdus wfuardt/angerdmt 
chit Aga Tus fetdet fearss J Tet go w3 »mgde Usd fea du 
feshat cept ge | A fam agnedt et Are gus fatee, folse ag3z/ 
feofes ag /yets ads ufuardt 3° 30 HSud 3a aad dedisa ufuardt as 


yrug adt det st asa desita mfterdt fhd aardiars mfsardbat feda 


MoHTAAl atdetet wd ada faot es qua faittse AN fAd faaras sdf Aalst 
wet t 3 Sot & fotve foargs age wet fea aH Har fest wear | Udy 
n fen & wege dt Aaa gus fslse foorss adt dist wtet 3 St aga 
dessa uifcardt 28 fad gardtara wfcardbat fegu act nat De Aect 
ager} atat wet det d 1 udg due fey wtf o fa gefest @ weye 
4 Asa gus feuset fyatas age AUT AN Asset eT uwat ool atst 
atet 3 | fen set Sasl.d fa Jetfest mona Aste dus fadet faatas ads 
Rect AA Afaet ct user dist geret we 3 fAas ufuardht |d fhe 
AY feg ABT gus fese featazs age Suds adf set wAtet J got 
wfuardhut fega getfest wena “oenTAat atgetet atst Are | 

fea gerfest nyo Agus fvardbut/amredmt & foors fee 
foo fest we m3 fen tee ST ude ste set we | 


agst Usa &: 15/12/99-1uf ut. 1/1329, fust 24 Hoedt, 2001 ef 
anft 2a unrg Agad yAas festa A aH @ HAG fest & iefpit onfe 
wfe & Haas 2 | 


fear : Wore qua feuset ard | 





Sudaz fem ® Ada fea AS omy At et fore Aaara chit 
detest AfaaAst tad &: 2334-2. 9A. uTet.-60/15708, fH3t 3 Het 
1960 wdt Adt debt, 2 feage we fed feue ct getfes det 7d fa 
fed um gue fee onfeut 3 fa wm 35 3 nfgardi/acnerdt oi 
Heat qua foudet fsarazs age AN’ fearss atst Tet cowdet &. At. or. 
@ Zu-2 agnt fee foareas AS ae fonrsan ae NS odf utel wa fAe eH 
sdat »rfe & ont S fouerge feu unas Ue onset 3 1 fen wet fed as 
agat J fomr 3 fa fetecassr mfuardt fer dw et feAA fomrs gue fa got 
2B gu-ey amonHt fee fearax at3 ae fenrsan fatee fee fest wet 
comet ae udt sgt RS ule de | miso ager ge fen fesa eit 
defest 4: 4/6/2000-3u1.ut.1/16189, fHst 29 wag, 2000, 
&: 7/84/98-5ut.ut.1/4426, fust 17 ws, 2000 w3-é: 7/1/2000- 
1ut.ut. 1/395, fst 10 Haedt, 2000 @ Hake da st agdt 3 fern 3 | 
fen wet folucasst/fefeSaes/yersass mftardbt 28 fotue faares 
aa2 AY nfuardhat/asnerdhat & Seana |e oy 3u 2 tows ass Suds 
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Ht vardet woe gus fotee fen ean ast we | fen de Ss uatst 
geen ae fa eau dist we eet vordet fer fear cht gerfest & 
Ao vstaa Je sre 'S+' (Gan), 2" (sgs dar), ‘et’ (dor), ‘st 
(ans) At At Ofna J We) det adtet 3 | | 

2. Sudas 3 fest fea a fue fey wie 3 fa act 
nfardi/anedt Ae ysigs agat fegu widest fee ge st Gu fatae 
fre a8 ufuardt 3 Wat flax Csse Jo | mind an feu ustae agar 
fedu fest et ustaost fen fearar Shut gerfest S: 4514 -Retet-2(4)-71/ 
30328, fHst 19 Sdad, 1971 m3}: 5/12/99-1U9.ut.1/1899, fist 
4 sdedt, 2000 et saat fea fd 30 3 ge ast aw nact 3 faint 
ysttortnt a fovea age AY feet gertest § fours fee aftor wre | 

fed getest AyD “fcadbt/agHerdbat & fonte fea four 
fesbat wre | | 
fen dt uge ofte axt we | 





ast U0 4: 15/5/2001-12t.ut.1/2733, fHst 28 saedt, 2001 et 
ant 2 dare Heard yas festa A aH @ AnG feast & iebat onfe- 
mfe & Haus 2 | 


feat : Fee gus fsteset AW faa fearas age utd AY Areal ct 
ugar walat Hore ae | 
@uaas fet 2 mio fee Ag ore Ht at fos om Aaa 
2 mast tad &: 15/23/92-1u0. uh. 1/9158, fHst 28 Het, 1993 
(fAA et ardt Het Ags sa-4 @ Yst/i02-053 et Gusau 3) »8 tsa 
& 15/23/92-1ut. ut. 1/16192, fHst 29 Aas, 2000 at atdt 
debi gefest 2s feee v3 fove ot dees det 2 fa fest verfest 


lah aaah Ae | Pace ee wc 
@ mepe & feast 3act atet 2 ant fee wdos ufoardbat/agueratat 
chit HaHS ABTet Tus falget a Arg Guse sol ater ater | 


2. Gudas weATG BAe gars fey fed sHela aist ate fa 
we fega fea Ad ufuardit/agHetdt cht ATS 1999-2000 Bet 
Heat gus fatset 31 cHhag, 2000 Sa faatss dish At saniigs! 
fre fas uiadhtt gus fateet feares sot atspat aetat gs, Gat ant fea 
Sargtatg ifuardtat/agHedt fega att wet argeet/atst wt act 
atgere} et Saget SF fest Fre | 
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mast taa &: 15/8/2000-121.ut.1/9216, fast 18 HS, 2001 ut anit 
2s Ue Agata YRos fear A aA © ANd fesat & Hebi orfe ufe 
$ Haus d | 


fest : fot ant fey Hear gus fatee! fey fest cet condet 
detest & gas sdf fest Tet 3, Got ant & fouerd ard | 


Sudas fem & Adu fey AS we at a fore gH Asa 
= oast tes 4 2334-2 AW ret 60/15708, fxst 3 Het, 1960 2 
agqr 19 Gig! SPanS Het ges snr. = ar/ass- 173 2 & Suwa 
3) m3 aast tas & 15/12/99-129 .ut 1/1329, fst 24 HoedT, 2001, 
25 fexGe v8 fous a gees det 2 fa fest verfest aot om at g 
wast verge fos Bost att aet AT fa fatse azat/fofegagst/ 
yeteadst onfuatat 28, fotee foags age AA wets mfcardiit/ 
gana 2 dH am ot au 33 2 Howat age Guds, candet ABar 
aug fatect fee van ast we »8 fen de ¢ udisl yee we fa 
van atst oet eaniet fen fear cit gerfest @ Fe niogwe de, se 
'B+'(Qay),'2'(ags var), tate’ (dar), tat GaAs) AT TAI! (aA FT 
lic) 32 | Wdg Que fes onfon 3 fa verfest & ereqe ft act ant few 
false asst /fafeCasa/yeoasst fuadht 28 vefest 2 og 
canmdet faatas odl dist get J | HASS act ant fey ad aanardt ot 
Hast gus fetee fee contdct 'shvtaun' feargs atst wet J x3 aet 
ant fea aguedt @ mH weHTS urd at fevat fest wet 3, vondet 
fears ool atst set 3 wt A condet att act 3 Ga getfest & viogS 
adt 3» Ae »morg 3 Agus wfuaTat © Apert adbrs Yodo AatH wdlo 
Gud Has fey USHHe/yelosT a ae ee 
fea art ynast Un onGebat ge | 


2. ve wela gH Agata St ve Gast/admia Yous ud 

Sst ct duet fee wfuarst/agnest ct nore gus folse fev fest aet 
cord} et aret Hosst 3, fen ot ue te fest wie oD fa feo uoltat 
vefer ae fa fst we oot conict a oudt aot Arne fes ae 
aust are au 35 @ Hertae atst fer 3 owe condel cetfest & Wo 
niga 3 | fedures ash conic wd Aero gus fellve 2 aren feu 
raganict! aa aren 2 Aro Sf mune Has @ fear we | ufsst Aews 
ant ff faa nfcardt/asvendt ot eonrdct gerfest & egw foarez oct 
ait aet 3, Gat ant fea 'stdtaun' false O ‘dom! AHNaT OTH AdaTd 
St tiger ast @ vege sof Seer 1 fem sgt ant fee mus foarst/ 
sauurst ct Heret gua fellee fee fest aet + wagnrdet & fesidd (ignore) 
aq fest we »@ feats ag® AN aus fatect feu fused me uf fea oa 
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za 
| 


Be eerie es ane ST oa 3 
(ignore) ag fest we 3 fees ase AY mus false! feu fuss HS 
a ff aa gus fatee me as at We 3 g a 
ct gus foude? fee eqnit gefest 2 wage odf 3 at fasd Art 
Spit gus fateet ae '3 false necldiae/du amd shstaun Je ud 
Hodidide' featas atat for o Gad Het chit fuss Aetat TU 
fatect, 2 Gussc de si, aw aa Beh we ws GA »moTG 3 BH 
ane feu ATS | 

feg gefest my Adus wifuardbit/agerdbt & fore feu 
foot fesbut Are | 


1417/CS(P)--Govt. Press, U.T., Chd. 
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ACRs Guidelines 


Correction Slip 


In Second line of para 49 at page 21 for the word ‘becuase’ read ‘because’. 








In note below para 5O0(vii) at page 22 for the line ‘If such authority whose 
adverse remarks are communicated, the term ‘highest administrative 
authority’ should mean the next higher authority’ read ‘If such authority 
is himself the authority whose adverse remarks are communicated, the 
term ‘highest administrative authority’ should mean the next higher 
authority’. 


In para 56(iv) at page 25 for the last word ‘concerred’ read ‘concerned’. 
In last line of para 60 at page 26 for the word ‘(Average’ read ‘(Average)’. 


in second and seventh line of sub para (v) at page 43 for the word ‘reprots’ 
read ‘reports’. 


In first line of Explanatory note below sub para (iv) at page 44 for the words 
‘a Deputy of the Chief’ read ‘a Deputy Minister or a Chief’. 


In 4". Line of para 7 at page 45 for the word ‘oficer’ read ‘officer’. 
In para 7(ii) and para 8 at page 45 for the word ‘remaks’ read ‘remarks’. 
In third line of para 7(iii) at page 45 for the word ‘owrk’ read ‘work’. 


In sub para (ii) below Explanatory Notes at page 46 for the words ‘his his’ 
read ‘his’. 


In first line of sub para (iii) (a) at page 52 for the word ‘adivee’ read ‘advice’. 





In the seventh last line of instructions dated 27" May, 1970 at page 68-69 for 
the word ‘fen’ read ‘fea’. 


In second line of instructions dated 8" June, 1971 at page 69 for the word 


‘Saad PH”’ read ‘AGHT a’. 


In last line of sub para below para 2 of instructions dated 29", July, 1974 at 
page 77 for the word ‘fatige’ read ‘fauige?’. 


In first line of para four at page 79 for the word ‘Jetes’ read Tees’. 


In the margin at page 79 for the date ‘20.7.1974’ read ‘29.07.1974’. 


17. In the margin at page 80 forthe date ‘4‘" March, 1965’ read 34 April, 1965’. 


-- 18.In para 5 at page 82 for the last word ‘actions’ read ‘action’. 


19. In 24" line of instructions dated 23” January,1978 at page 87 for the word 
‘hte’ read ‘the’. 


3 20. In 8" tine of instructions dated 26" March,1981 at page 96 for the word 4 
‘subordinates’ read ‘subordinate’s’. 


21. In last line at page 99 for the words ‘written by those officers,’ read ‘written 
by all those officers,’ 


22. In para 2 of instructions dated 15" July, 1983 at page 102 for the last word 
‘adservance’ read ‘observance’. 


: 23. Inthe first line at page 125 for last word ‘data?’read ‘aatat’. 























